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./ FOREWORD :

v . .

Handbook I1I Avas originally publishéd’in 1959. Its purpose was to provide a
standard guide t the‘ terminology used in property accounting for local and State
schodl systems./ .

° ' s Education Has taken on a “new look” in the 17 years srnce Handbook I1I first was"

' published. Sfich traditions as the self-contained classroom, 55-minute classes, and
summer vadation are giv}ng way to new alternatives: year-round school, open school,
mini-courées, modular-class scheduling, differentiated Qtafﬁng, and team teaching,

New subject matter and umique delivery systems for teaching these topics are being
developed each year. a"hese developments have brought with them new uses for
exist] g space and equipment as well as t'equrrements for new kinds of facilitiés.

. . Qoncurrent with new deVelopments in education concepts and technology, the
processes of planning, management,‘and evaluation within education have become far

_fhore complex. Budgetrng methods are becommg more sophisticated as traditional
.. /line-item budgets have given way to program-orrented budgets. Similar trends toward
, T 7 soplustrcatron have appeared in the area of accounting and financial management
where deqrsronmakrng tools that Jong have aided the private business sector, such as
depreliation accounting and capital budgeting, are being employed. These new
- approaches require new kinds of information—in mote»detarl and ata greater level of &
N accuracy than ever before. . . ‘o
.‘ The past decade has seen the public bring intense pressure to bear on the education o
\ // community for more accountability and greatergroductivity. In respondtng to these
pressures, educators ltave developed new techifques for measuringand analyzing their
products and processes, thus generating new krnds of data that can be reperted to the
public. - s
In recent years, thg education community has recogmzed ;he need to update and
. extend Handbook 11 te accommodate additional information about the new kinds
. and uses of builings, sites, and equipment that have beeh developed in the last 17
years. Education managers also saw the opportunity to gevelop a revised handbook
that would be more compatrble with the new handbooks and handbook revisions
published since 1959. .
This revised edition of Handbook I1I provides propertyf?ermmolog'y, definitions,
concepts, and a classification structure for property? mformatron that are in ended to
assist in planmng and decisionmaking and to help ensure compatrl;le and comparable !
/ recording and reporting of data on education property. The 'aevelopment of this \
handbook was based upon the premise that a project of this. natur\e must involve a

/ ' broad base of participation. The acknowledgments section, agpghdix D, indicatcs the

nine professional organizations and the many individyals vhohrpade significant .

contributions to the development of the final documen(t. ) 3""' . et . e
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This project was conceived and most of the work was done in the National Center
for Education Statistics’ former Division of Intergovernmental Statistics and its

Educational Data Standards Branch, headed by Absalom Simms and Allan R.
Lichtepberger, respectively.

. ~

IR -

#



CONTENTS .

FOREWORD .........uiviniiire ettt e serenrieeeens iii

<

Chapter I-INTRODUCTION
. The Purpose of Handbook IIIR
The Need for Property Information for Planning and Decrsronmakmg in Education ...
.The Role of NCES in the Gathering and Compiling of Data
. and Information About Education :

« ] Summary of Purpose ................ e et \ .

Chapter 2—HOW TO USE HANDBOOK IIIR )

. Major Topics Covered in the Handbook .« .......vvvuiiviiniinniiennn, - iee
Key Terms Relating to Education Property..........vvevverernnns Ar e erireens . 6
Types of Education Agencies ................. — e S PP 7

— Selectmg Data Items for a Property Accounting System : . 7
Property Accounting Systems for Smaller LEA’s .........ocvvvinnnt, S raeeiia, 8
The Value of Preparing State-Level Property Accounting Manuals
Limitations of Handbook IIIR ..........% oo vevrvnnvnnnnnens A 8
Summary: Potential Benefits of Using Handbook IIIR

.

’
-

Chapter 3—CONSlD‘ERATlONS FOR COLLECTING AND USlNG
. PROPERTY INFORMATION

D\ . Whatrs“PropertyAccountmg’?”...................‘....................; ........... 11
.What is a Property.Accounting “System?”. .. ... B e e e ceediae 1l
Specific Uses of Property Information .........oovvvivreenenenenen.n. ersee e 12
Some Consrdeiatrons for Developmg or Strengthening a Property

Accourmng System

Guidelines for Designing and Ma'mtarmng Property Information Files
Handbook Linkages: Using Data From Other Files
Property Accounting Records as Supppxt for Financial Accounting Records

-

Criteria for Selectmg Data Items for the Handbook
y = Explanation of the Data Item Classification Format
Classrﬁcatron of Data Items .%. .
* 100 Series:
200 Series: Buildings X
300 Series: Spaces (Within Buildings) .......... D
400 Sergs Equipment. :....ocvuvviininnn. ceeeeenen Y e 36,

6




. . "_r 3 B B
v . . y o s 3
; ¢ + e [z
v . . PROPERTY ACCOUNTING
v /l) / > ':‘l
e N : . . \ 5 °
N L) : .
P C 8
— . CONTENTS (Continuedy . . .
. . . ‘ . . ‘
. - ) Page
Chapter S—DEFINITIONS OF PROPERTY DATA ..c......o%oueeeens. . e 41
-100 Series: Sites ......... et eeesssietansa et retei e et e LA
200°Series: Buxldmgs e eeieee et e e eeeneneieaaes PR :
300 Series:’ Spaces (Within Buildings) «...ovververerveneennenoneneiocecnanenes 66
400 Series: Equipment.....0 .. o it i i g oL 75
\ ’ ’
Chapter 6-—-MEASURES RELATING TO SCHOOL PROPEM‘Y S S 87
- J 5 . N \ [ '
Chapter 7—-SUPPLIES AND EQUIPMENT ettt taee et e e i 97
Reasons for Distinguishing Between Supphes and Equipment. 4..... AR A S 97
- The Dnsadvantages of a Supply/ Equipment List....o.veuernneneerefiTuieenn, 97
. Criteria for Distinguishing Between Supply and Equipmeént Items .....oeevnotvvan . 98
Distinguishing Between Built-in and Movable Equipment ............... el 99 -
Maintairting Inventory Records on Supphes and Equipment ........ eeenns teeeenes 99
APPENDIXES M , . o
—A— GLOSSARY .......ovviivii i, [RTTETPRTRPRRRS LR 1o 103
B- CAPITALIZATION D e NI Y e 107
C- .DEPRECIATION...... Ceereenenan FOUE S e doovnion o109
D- ACKNOWLEDGMENTS ..... Vereeeaan. T IR RTRTE e
E- NCES PUBLICATIONS RELATED TO HANDBOOK 1IIR. ........ e 121
INDEX i .oneeeieeeeeaiieeieeiiainns, T S U TS T et 123
~ © ' ' ) .
- ° &URES ™ . .
1 Ingerrelationships among SERRS handbooks .............. e X 17
-.2» Data- ntem[c%ass&:uon format (Yyispecified Data Entnes) .............................. . ‘22‘
3 Data-item‘cl{assi tion format (Specified Data-Entries) . .oovveveeneeaneenns R A X
. v X ‘ Ao': ) .
< LS - . v ' -
Vs ’ )
T
C



s

8

THE PURPOSE OF HANDBOOK IIIR!

' The purposes of this handbook are (1) to pro-
vide a comprehensive guide to standard terminol-
. ogy- relating to property (sites, buildings, and
) equipment) used in education,? (2) to provide a list
. of suggested data items uéeful in describing prop-

erty, and (3) to provide general-guidelines that can
" assist the reader in understandx@ and developing
. property information systems.

' It must bé emphasized that the ha.ndbook pro—
’—.\(wdes only an overview of the procedures for
' creating and operating a property accounting sys-
tem, while conceritrating primarily on the issues of
deﬁmng and selecting items of information for an
LE.A’s property files. W .

"THE NEED FOR PROPERTY

, INFORMATION FOR PLANNING
'~ AND DECISIONMAKING

IN EDUCATION

-

AlIocating, operating,-and accounting for the

N . physical assets of a school system are among the
least publicized ‘but most important responsibilities

& Oof education managers. Propertysrelated costs
(such as Yhe costs of acquiring sites; eonstructing,

Roman numeral III. The “R" following the Roman numeral

Henotes that this Is a revised version of the original handbook.

~ ¢  Full bibliographic references to all handbooks in this series are
presented in appendix E.

2This handbook addresses perty used in elementary,

middle, secondary, and commuMity (adult) education, but

excludes higher education. Property used in higher education is

covered by the Higher Education Facilities Inventory and

Classification Manual (see appcndxx E for full bibliographic

information).

. ERIC . o

Aruitoxt provided by Eic:

renovating,” and opérating facilities; and purchas- _

{Handbook IIIR is the third in a series, as denoted by the

Chapter 1 T :
. INTRODUCTION

-
«
.o ’ »

ing, maintaining, and replacing equipment) com-
w prise one of the largest segments of the total costs
of providing services. Competition from other por-
tions of the education budget, particularly salaries,
is intense. As a result, most school systems seldom
have_enotigh funds to satisfy their total property
needs, and, for many schools, the gap between
available funds and property needs is widening. At

the same time, for other schools a pequliar pheno-,

- menon of the 1970’s has arisen: underutilized sites
and bulldmgs are becoming an mcreasmg problem
' In respanse to these and other pressures, the pub-
lic, as well as State and Federal funding sources,
has begun to place increasing demands, upon
school system managers to justify their requests for

additional physical resources and to-expand the -
utilization of the regources that are currently in’

use. For school system managers to make the best
use of property resources, there must be a constant
flow of ifitelligent planning and management deci-
sionis. The principal ingredient in making good,
informed decisions about the allocation of prop-
erty resources in the local school system is relevant,
‘valid property information.”

ey
~

.

Good information about the quantities and uses

“of various kinds of property is needed for manage-
ment purposes at the State and Federal level as
‘well as at the local level. Valid and comparable
_ information at these levels can support the drafting

of legislation, policymaking, research, and the .

dissemination of mformatlon to governing agen-
cies, funding sources, and the general public.
Clearly, the same systems of prop rty mlormatloi’l
needed at the local level showid be desngned to
provide the basic information. required at these
State and national organizations. *

To improve the ability of local school managgrs
to obtain the necessary data and to,communicate
these data in.usable form to others, 'it has bécome

\

-1
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_ increasingly 1mportam to collect and report this
information in agniform fashign. Thus, educators
have 1dent1ﬁec\_,he need for a “§ommon language”

tegarding education property—fa set-of gandard-
ized property terms and definiftons.

" THE ROLE OF NCES IN THE
GATHERING-AND COMPILING
OF DATA AND INFORMATION
ABOUT EDUCATION '

This ha.;gook is otle of several in the State
Educational Records and Reporis ‘(SERR) Series,
sponsored by the National Center for Education
Statistics (NCES) in a coordinated attempt to
produce a comprehensive and compatible set of
standardized. terminology for use in education.

NCES has a responsibility to pravide and inter-
pret comprehensive statistics about the condition
of education in thg United States. In addition it has
mandates calling for conducting and publishing
specialized analyses and for providing assistance to
State and local education agencies in ‘improving
their statistical activities.

To fulfill its role, NCES sponsors a number of
programs, ranging from regular data collection to
the development of materials and techmques that
facilitate the compilation and comparison of statis-
tical information. One of these programs is the

~

development and periodic revision of manuals of ,

standardized terminology. One set of handbooks,
the SERR Series, is primarily directed toward
elementary and secondary education and” has
sprung from a,Jong-expressed need by educators to
have statistical information avqilable to them ip
more uniform and compatible formats. The first
handbook in this series dealt with a common core
of general information related to education. That
handbook, as did the handbooks that followed it,
stressed standardized terms and definitions, along
with a classification ‘scheme and coding structure
for those terms. -

In addition to Handbook IIIR, the other hapd-
books currently available in the SERR Series? are:

-

L
3Appendix E contaims full bibhographic references to all
handbgoks insthe SERR Series, both 1n and out ef prnt,
togethe with pertinent handbooks dealing with higher educa-
tion.

PROPERTY ACCOUNTING
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”

A\ ”

HB IIR. Financial ktcoun;ing Classifications
and Standard Terminology for Local
and ‘State School Systems; 1973. .

HB IVR: Staff Accounting: Classifications and

Standard Terminology for Local and
State. School Syster_ns', 1974. ’

Accounting: Standard

HB‘VR Student/ Pupil
uide for Manag-

Terminology

. ing Student Data in Elementary and

y Secondary  Schoagls;~ Community |
Junior Colleges; and Adult” Educa-

tion, 1974. A~ : E

Standard Terminology for Q_zgr?cu-
lum and Instruction-jn Le®al and
—State School Systems,\‘T‘HO

¢ HB VI:*

The State Educan'or'z Agency: A
Handbook of Standard Termjnology
and a Guide for Recording and Re-
porting Informanon About State Ed-
ucation Agencies, 1971.

HB Vil:

o

Educational Technology: A Hand-
book of Standard Terminology and a
Guide for Recording and Reporting
Informatidn  About  Educational
Technology, 1975.

HB X:

Adoption of the SERR Series (or the “hand-
book -series,-as it -ts—most-often-tatted) ismot—— "
required by Federal law. NCES does not, nor can
it, mandate the use of any handbook at either the
State, intermediate, or local level. However, more

and more State and local school system adminis-

trators have begun to realize the value of having
well-organized, stapdard™items of data at their -
disposal fQr management and reporting purposes.
As a result, many of the handbooks in the SERR
Series have come into use in a number Qf the
Nation’s school systems. At same time, many °
Federal and State reports utilize terms and defini-
tions from these handbooks.

Increasing support for the .handbook series is
perhaps best illustrated by the following “Resolu- .
tion on Data Standards,” approved by the Councxl

of Chief State S¢hool Officers:  ~ L.




INTRODUCTION.

RESOLUTION ON DATA STANDARDS

B

- June 14,1973  °

" RESOLUTION TO THE COUNCIL QF

.« CHIEF STATE

. FROM ITS COM EE ON EVALUA-
N TION AND INFORMATION SYSTEMS:

~ WHEREAS,,state educatlon agencies are

legally constltuted and have the responsibil-
ity for educanon within its boundanes and

WHEREAS state education agencies de-
“sire to assist and support local education
agencies to-establish an ducational manage-.
ment information system, and

WHEREAS state education agencies de-
sire to coordinate the collection and use of
information between local, state, and federal
agencjes, and

WHEREAS, the Council of +Chief State
School Officers established the Committee
on Evaluation a.nd Information.Systems to
provide the chief state school officers with a
single coordihated effort for compatible data
with standard terminology and data defini-
tions,

.
-

HOOL OFFICERS '

THEREFORE, BE IT RESPECTFULLY )
" RESOLVED THAT: :

" The Council of Chief State School Offi-
cers recommends that each chief state
school officer seek to establish standard
termu{ology and:data item definitions by’\
adopting and implementing, to the.extent
possible under existing regulation, the
revised NCES Handbook series as rapidly

. as resources permit.“ . . \

-SUMMARY OF PURPOSE

Handbook IIIR is offEred as a resource for
local, intermediate, State, and Federa] educanon
officials o assist in the identitication, organization,
and definition. of data and’information about
educaan property. It seeks to establish an orderly-
array’ of pertinént and useful property terms o
definitions, and ‘measures to provide a valjd bas= \
for reportmg and decisionnfaking in ~4nageme .
and planning.

_Handbook IIIR- offers education’ ‘officials a
common language with which to communicate

about property matters. - ‘
? . ~ '
I
.
-~ : .
. * '
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! k Y Chapter 2 . ' :
o 4 HOW TO USE HANDBOOK IIIR

L : .
Handbook lllR can be useful to people in many-
" different types of agencies and positions of respon--
sibility, including: ¢ .

® local school managers, from the superintend-
ent to those specifically responsible fot pur-
chasing, maintaining, or accounting for prop- .
erty; '

@ intermediate education agencies;

~

o State and Federal program managers inter-
-ested in monitoring funding programs or
collecting property information;

® researchers,

® State and Federal legislative bodies;

-~

! ' {edera‘l professional education organizations"

. e local boards of education and State education
commissions; N ‘

® independent auditars; and .

® the general public.
. ‘ ’ X )
¥The ways in which each reader may wish-to use
the terminology, deﬁnitions and guidelines in this
“handbook will vary with the property.accounting
. needs of his or her organization. Generally, how-
. ever, the three most likely use® are:

) L Developing new property accournting sys?ems
and strengthening existing p;operty acchnt-

ing systems;

-

Improving communications among individu-*
als, and. organizations interested in property
! 1nformation and

Desrgning reports, research programs, fund—
ing applications and progress reports, statisti-
cal summaries, and similar documents.

¢

1z

) Capitalization: Appendix' B, p.

MAJOR TOPICS COVERED .
IN THE HANDBOOK ’

N

Just as the uses Q‘ﬁ‘\ihe handbook Will vary
among readers, the scope of readet interest will
vary. Some handbook users, particularly those
unfamihar with property recordkeeping and re-
. porting, may wish to explore most or all"of%the
‘handbook content. Others may seek info,rmak‘on
on topic$ “of special interest. For those readers
interested in rapid access to the major topics
discussed in Handbook 11IR, the following list,
together. with the Contents and Index, should b
helpful.

. ‘

TOPIC AND LOCATION

s

107, contains a.
- brief discussion of capitalization. . -

Classification system fqr property information: *

< Chapter 4, pp. 21-39, outlines the recommended
classification system, divided into.four sections:
sites, buildings, spaces, ‘and equipment.’ This
~ chapter also suggests uniform data entries and ’

““datd-eritry codes to be, used in recording prop-
certy information. /

'Collecting( and using property - information: A

~general discussion of several concepts related to
* keeping property records and making reports
about property is contained in chapter3 pp ll
18.

Data items, p'roper'ty: (See List of suggested p'rop-
erly data items, below.)*

Definitions: Definitions are provided for twokinds
of terms (1) terms that describe property charac-
teristics, such as “cost of construction” or “area
of site,” and (2) terms that relate to the concepts
and processes of property accounting, such as

l ;

’

e\‘t R
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TOPIC AND LOCATION—Con.
equlpment or “capitalization Deﬁ/nitions of
the first type are found in chapter S, pp. 4185,
with additiohal inf ormatron provided and cross-
referenced in chapter 6, p. 87 . Property-related «
terms of the second type are mterspersed
vthroughout other sections of the hangbook
cluding the appendixes. The Index is the beSt

source for locating these terms quickly, -

Depregiation: Appendix.C., pi 109, contaigs a brief
discussion of depreciation.

Developmg a ptoperty accountlng system ‘The

- handbook can assist- only in parts of this task, -

since it is not intended to serve as a methotls and .
procedures manual. Chapter 3, pp 11-19, pro-
vides some general uidelines ahd critena for es-
tablrshmg and oper%mg a property accounnng
system. The list of management function§ re-
quiring property information on page 12 can Be
used to generate more ideas for potentidl uses of -
property information.  The definitions in chapter
5 and the measures in chapter 6 can be used in
Ny communicat‘ing' the exact dita requirements to,.
those responsrble for collecnng, processmg. and

interpreting the data. \
D)

P
’

Equipment vs. Supplies: Clla‘pt"ex 7, 'pp, 97. 101,

. ns a full discussion of how t6 drstr/ngtush ®
supplies and equiggent. Also, chapter

. 75-76, briefly addresses equ)pjnent and

- suggests sgnie basic data items that may be useful

' in keeping equipment records

l'lquipment, built-in vs. ylovable: Page 99. .9
chapter 7 provide criteria for distinguis
between built-in and movable equipment.

2 3 .

Inventories: Pages'9§-100~ of cllapter 7 contain a
general discussion of the topic, although ro
procedures are dtscussed ‘The Index identifies
other references to the topic., ¥

v P
\
.

.List of suggested property data items: Suggested
‘groperty data items are listed in chapter4, pp. 23-
39, without definitions, and in chapterS pp. 42:

- 85, with deﬁnmons '

.

\. ‘. .

-

. -

" Measur®s of education property: Chapter 6, p. 87
deals with tern’ls that provide measures of educa-
tion prOperty, typically involvjng cost, value or

.
. -
’

»

N

Nrefer to* caprtal assets,® and still otsners usetheterm 4

_ments' to thatland, other than burldmgs Buildtrigs?

N

X 12

PROPERTY Accourirmo

area measurement\s The mformatron provided in
this chapter supplements the deﬁmtnons pro-
vided in chapterﬁ' )

-

.

‘.

Terms and definitions’ (See Deﬁpmons above)

Uses of property lnformatlon Chapter 3, p. I1,.
.provides a list of management activities that
.utilize property information (often in combina-

tion with othér types of information). ot )
= N

A
v

>

KEY TERMS RELATING TO
EDUCATION PROPERTY

-

Educators throughout the Nation usea variety of ’
terms when referring to the kinds of property used .
in their schools. Some talk about “facilities,” others

.

-

“property.” To put all readers of this handbogk on
.common ground and reduce the risk of mrsmterpre-
tation, it is impogtant to porkxt olt how Handbook
1HR uses these terms. '
In general, this handbook de\ﬁnes property as
sites, bulldmgs and both built-in apd movable
equrpment . A site includes land and all improve- . .

include the original structure and allimprovements
or additions to the structyre. Built-in eqiipment? is
usually considered anintegral part of a puilding, but
there is provision for® keeping s¥parate built-in
equrpmeﬁt, records, if desired., Property includes .
movable equipment, but not supplies. How to - ,
Wdifferentiate between supplies and” equnpment is
discussed in chapter 7, pp. 9799,

Hahdboek IR treats the terms property, faah-
ties, fixed assets, and capital assets as equnvilents -
However, to avoid the distragtion of using _four
terms, interchangeably throughout the document
the term property is used in preference to the others. -

Real estate and real property are interchangeable
terms that refer to sites, improvements to sites,
buildings, and built-in equipment.-Movable equip-
ment is not normally included as real estate or real
property.

.

@

—_— »

1See dita rter’l29 p 46, for the)deﬁnmon of “site ynprove-
ment ™

2See p. 48 for the definition of #buliding.” ' ‘

,’See p\ 99 for the deﬁnmon of the terms “built-in equip-
mcnt ‘and “movable gquipment.” e

»
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HOW TO USE THlé HANDBOOK

TYPES OF EDUCATION .
AGENCIES - '

Ways of using this handbook b)./ ‘education ., °

agencies will vary from local*to State and Federal
levels. )

To keep the r /{erences to the different levels of
education agencies simple and concise, the hand-
book uses the followm.g termmolog):“hr

* @ Local Education Agency, or LEA, as used in
this handbook, includes public and. private
schools, school districts; and school systems;
‘parochial schools, school’dlstncts, and school
" systems; local basic administratiye units; re-
gional education centers, such as area voca-
tional centers; adult/community/continuing
education agencnes
cooperatives. .

. Intermediate Education Agencies are referred
toin Handbook I1IRas LEA’salso. Thisis not
to suggest that Handbook IIIR defines Inter-
mediate Education Agencies and Local
Educatfon Agencies as having the same pur-
poses or organizational characteristics, but is
meant to emphasize that they generally have
the same type of property accounting needs. In
this respect, the handbook treats them as

‘e SImllar entities. :

0 State Educatton Agency, or SEAT.as used in
this handbbok, typically includes State depart-
ments of education, State boards of education,

State education commissions, and State edu-

cation authorities.

*Those SEA’s that operateschools educatlo
programs, or other education institutions’y Wi
find - the statements and concepts directed
toward LEA’s most apphcable to their prop-
erty accountmg needs.

’

. FederaIEducattonAgency: orFEA, asused in -

this handbook, refers to any Federal agency or
subdivision having respomsibilities for sup-
porting” or delivering ed catlon services. It
. particularly refersto the U.S. Office of Educa-
tion (USOE), the National Center for Educa-
tion Statlsncs (NCES), and the National Insti-
tute of Educatlon (NIE).

-

4The discussions followmg the terms LEA, SEA, and FEA

are not legal definitibns. They are, instead. explanations of how
the terms are used in this handbook.

and specidl educatibh ]

13 -

Those FEA’s that operate schools, educaﬁoﬁal
programs, or other education institutions will
“-find the statements and. concepts dlrected
_toward LEA’s most apphcable to their pl:op-
erty accountmg needs.,

How this handbook can serve agenciesat each of
these three levels is.discussed in chapter 3.

SELECTING DATA ITEMS FOR A

PROPERTY ACCOUNTING SYSTEM

> Chapter 4 pl%sents a list of items of information

that can *be useful in various types of property .

accounting systems. However, since the *pes of
information needed by an LEA varyaccording to its
size and the ways it wishes to control its property;
any given J.EA will find only a portion of the list
useful. For example, the property information
required for an LEA to calculate the full cost of
educational _programs may be of little value to ap
LEA that does not calculate program costs. LEA’s
with very basic property information systems nfay
use only five or ten data items from any given data-
item series (100 Series: Sites; 200 Series: Buildings,
etc.) while LEA’s with gophisticat property infor-
mation systems will use many mbre. It is probable
that few, if any, LEA’s can effectively use all of the
data items listed in chaptet 4.

Designers of property accounting systems should
guard against indiscriminate adoption of any data
item merely because it appears in this handbook.

Judicious applications of the guidelines for develop-'

ing a property accounting system (presented in

%..chapter 3, pp. 13-14) can reduce th¥ risk of wasting

time and money collecting un‘needed data, .

A'good rule of thumb to followin idetifying ﬁh%r
kmds of data to collect is to include only data ‘that
meet any one of t.he following criteria;

0 The data are needed for observance of sound
accounting prmmples

. The%%data are needed for planning, managel
ment, or other decnslonmakmg activities itt the
LEA. . , ‘

¢ State law, Federal laW, or administrative pol-

4icy requires that thé data bereported or made,

available to others.

® The data, are needed to secure or ‘maintain
grants or othyu‘nding programs. -

' - g

.

-~
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. : r . T \‘
’ ® The data are requested penodlcally by the

local Bpard of Education.- -

-

" No specific data should be collected solely onthe
strength of the argument that “we may need it some
ddy,” or “we have always collected it.” If the datain
question fit none of the required criteria above, the
cost of collecting them may very well outweigh their
usefulness. Joo much data of this type can over-

burden a praperty accountmg system and’lmnt its

effectlveness . SR

* "On the-other hand, LEA’s may require property
data items not listed in this handbook. This should
not be interpreted as a conflict with the hand-

book—the handbook cannot and does not claini to ‘

anticipate the complete property ipformation needs
of all LEA’s, SEA’s, and FEA’s. In:such cases,
LEA’s should collect whatever additional data they
require, but should mal(e every effort to maintain
compatibility between the added terms and'defini-
tions and the ones in the handbook. ¢

No statement or suggested data item in this
handbook is intended to take precedence in any
situation where certain data are either required or
prohibited by law. . ¢

PROPERTY ACCOUNTING SYSTEMS _

~ FOR SMALLER.LEA'S .

All LEAs, large and small, have need for sofne

type of property accounting system. However, some
smaller LEA’s may .feel that the task of property
accountin; is too cpmplex or time-consuming for
the resources they have available. This attitude

" often stems from the misconception that great

amounts of data are necessary to do property
accounting)and that a computer is necessary fot
processing these data, In fact, useful inventories of
property can be maintainedon a manual basis and

still provide valuable managementinformation. The

best approach to developing an effective property

.. accounting System in a 'small LEA is to (1) clearly
identify the purposes for collecting the mformatlon, e
and (2) avold collecting any information that does* '

not serve these purposes.

Chapter 3 prevides some general guidelines for
developing a property mfonnatm/sﬁr;m While
readmg this material, m ers from I all LEA’s
should keep in mind that a computer may not be
necessary jf thé amount of data to be processed can

]: KC be kept ata mmxmum The gection entltled “What

-

2

R " PROPERTY ACCOUNTING

v

Kinds of Property Information Files Should An

- LEA Have?,” beginning on p. 14, shquld be of

particular interest to small LEA’s in this regard.

THE VALUE OF PREPARING STATE-
LEVEL PROPERTY ACCOUNTING
MANUALS -

LEA’s are the primary user gx:oup for which this
handbook is designed. However, FEA’s and SEA’s
derive direct benefits as acceptance and use of the
material in Handbook IIIR spreads among LEA’s.
The resulting increased umformlty of property
termmology in use at the local level will make
property data as,sembled at the State and Federal

levels more comparable and meaningful. One of the .

most efficient methods for bringing about accep-
tance at the local level is foreach SEA to develop its
own property aocountmg manual based on Hand-
book IIYR. This is the same approach being used
succes ully in the area of financial actounting with
Handbook II, Revised.’ The development of State-
prepared property accounting manuals has Several
distinct advantages over the direct use of Handbook
ITIR at the local level:

»
.

L Centralizing the effort and éxpense of prepar-
ing such a manual at the State level can mean
considerable savmgs for LEA’s. This approach
can minimize the wastefulness of each LEA
attempting to design its own property account-
mg system without knowledge of the expe-
rience and accomphshments of ofhers

tate-prepared manuals tend to accomplish
statewnde adoption Of uniform terms and
definitions more rapidly and easily.

® The modification’ of Handbook IIIR by the
. N o

State can ensure that thé resulting State-

prepared manual addresses the State’s own

. unique needs for specialized information. ’

LIMITATIONS OF . -

HANDBOOK IIIR

While the handbook focuses on ter{mnology and
offers some general guidelines for developing prop-,
erty accountm§ systems, there are some important

[y

sAppendix E contains {ull bxbllographlc mformatnon for
Handbook llR

14: 5 R .
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‘_~HOW TO USE THIS HANDBOOK
Kinds of ‘assistarice \,that the handbook does not
offer. Specifically, Handbook IIIR does not pro-

— _vide: . . .

.

. ® methods and procedures for handling and
¢ controlling propeny-items (such as recejvirig,
storing, ane disbprsing equipment; labeling
and/or tagging €quipment; and taking prop-

erty in‘ventorigs),

® methods and procedures for collecting and
processing‘properly data (such as developing
data-collection forms and procedures or de-
. signing and compiling property reports), and

) m;thods apd procedures for using property
" data(such as making rebuild/ replace or make/
buy decisions or evaluating the utilization of
buildings or the cost effectiveness of equip\
ment). s « )

To the extent that the handbodk does comment
briefly in these areas, it is only to provide the reader
with enough background information.to seek assis-
tance from other sources.

s

SUMMARY: POTENTIAL
> BENEFITS OF USING
. ,;”HANDBOOK ITIIR
- This section summarizes the i)pssible' benefits
that can be derived fromincorporating the concepts
and terminology of Handbook. IIIR into property
. accounting systems of education agencies.
ST 1. Potential benefits that Handbook IIIR offers
to LEA’s incluge:

® Exposure to the basic concepts of proﬁerty
accounting® can lead to a clearer overall
understanding of the value of good prop-
ety information in operating the LEA.

. ® A more complete understanding of: the
value of good property information can
lead to a greater commitmgent on the part of
LEA officials to developing better property

S accounting systems for their LEA’s.

® Proper application of the standardized set
- of terms, definitions, and measures can
Q * lessen the tifne and effort it might otherwise

15
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®

take in developing new property account-
ing systems or strengthening existing ones.

® More relevant and accurate data can be
available for-planning, opérating, evaluat-
ing,.and reporting.

s

® Time savings may result as LEA’s that have
adopted the handbook find that their files
now contain much of the property informa-
tion required .on various SEA and FEA
forms and reports. '

® The guidelines on diffetentiating betiveen
supplies and equipment should provide a
more rational basis for setting purchasing
standards, defining which items are fi-
nanced from capital funds, making capitali-
zation decisions, and setting inventory
guidelines; the methodology for differen-
tiating between . built-in equipment and
movable equipment should provide simjlar
benefits. |

-

. Potential benefits tiiat Handbook IIIR offers

to SEA’s intlude:

® The handbook’s model for standardizing
property information may ehable SEA's to
save time and effort in producing State-
oriented property accounting manuals,

® Statewide sponsorship of such manualscan
result in the availability of a broader.range
of more meaningful data to the State and
among LEA’s in the State.

® The commoi language of standardized
terminology can improve property infor-
mation communications between the State
and its LEA’s, and between the State and
FEA's.

® The handboc{k can,pkide a good starting
point for standardizing equipmemt and
supplies definitions and lists for its various
contracts and grants programs.

. The principal benefit that Handbook IIIR

offers to FEA’s is:

® Over time, more meaningful and com-
parable property inférmation will be de-
veloped on a nationwide scale- As a result,

o
. <

o
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more useful research statistical summaries,
"and reports will be available at the nafional
“level. Communications among FEA's and
with other organizations will be enhanced.

.

NG

PROPERTY ACCOUNTING )

»

Better data will be available for dissemina-
tion to the public, to’LEA’s and SEA’s, and
to State legislatures and 'the Congress as
mput to legislation.
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AR CONSIDERATIONS FOR COLLECTING * . : ‘
"AND USiNG PROPERTY INFORMATION - \
. ; N : . b - . . . 3 ’ . .
Th‘lS chap}er presents a dlscusswn of cbn@pts The frequency of processing\and ueing prope_rty )

assoclated with property, accounting and offers  accounting records can vary widely with the size of
osome general guidelines for developing or strength-  the LEA and the type of information. Some re-,
!emng a property accounting system. cords are used several times during the year, , such

? ) ’ as when inventory information is needed, whenl "

i s : : repetitive purchasing decisions are. made or when
. WHA‘{;S “PROPERTY monthly reports are complled Other records are
ACCOUNTlNG?” : accessed less often, such as those needed to support
r T insurance claims or those needed to plan *for ‘
Property accountmg is the process of identi- building renoxatlons L -
fying, classnfymg, defi ining, collecting, recording, All of these kinds of property mformanon, )

dnalyzing, reporting, and making use of informa-  together with the activities supporting their collec-

tion about education property. Its purpose is to  tion and use, are.a part of property accounting. '
improve accountability by providing accurate in-

« formation for planmng, managing, and evaluating WHAT IS A PROPERTY

the uses of property-related education resources. ACCOUNTING “SYSTEM ?” ¢
Property accounting is based on records and. o : ’ o
recordkeeping procedures. In large LEA’s, rec- Property accounting activities can range from

ords often are’kept on each item'of property inthe  simple systems to complex ones. For instance,
school system (sites, buildings, and equipment).  some very small LEA’s might maintain only a %
Small* LEA’s may maintain less formal property  simple inventory list of major equipment items. ‘
records than large LEA’s, butall LEA’s have some  Other LEA’s may have very complex property

type of property records. Such records may include  accounting systems that include detailed individual
inventory lists or files, building drawings and records on all sites, buildings, and equipment.
specifications, construction cofitracts, land plats  Regardless of the size or complexity of the system,.

and deeds, payment records for property pur-  the process of property accourifing involves some
chases, records of sale or disposal, vehicle registra-  combination of people, equipment, paperwork,

tions, service warranties, cost of operation, and  and the methods and proced resjtymg them to-

depreciation or use-allowance records. gether. These elements comprie the LEA’s prop-
. Property accounting typically includes various - ; erty accounting system. .
methods and procedures for analyzing property The term “system;” as used in Handbook IIIR, .

simple summaries of inventory information to, equipment, paperwork, methods, ghd procedures,
more complicated capital budget analyses or build-  but does not necessarily refer to mputers 0L.to
ing utilization studies. - - the use of computer technology. A “system” -fnay

. Property.accounting also incorporates various  be based entirely en paper and pencil records, such
methods for reporting or communicating property  as typical bobkkeepmg journals and ledgers. In
data and information to planners and decision- fact, paper and pencil recordkeeping systems of )
makers. Examples of this are inventory status  one sort or another ar found in all LE/%/When

data. These an%lytical activities can range from  generally refers to this combin%i(‘)n of people,

reports and capital funding requests. . - . computer-based systems are directly addpessed in
“

. CoL,o0




stated.

SPECIFIC USES OF .
PROPERTY INFORMATION -

Property information is valuable to manargers of *
education agencies to help them achieve the goals
and objectives of their agencies. While property
information is most typicallysgncountered in the
annual inventory process or in the development of

"property reports for the boards of education, it can

. be used in many additional management activities.

i ¢
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These activities usually involve some combination
of the following types of processes: )

® Planning, including identifying needs, deter-
mining objectives, selecting alternative
courses of action, and allocating resources.

® Operating and controlling, including account-

" ing for fiscal responsibility purpases, moni-
toring utilization, and directing the actlvmes
of the agency

A B
¢ Evaluating, inclilding analysis of operations
and repair costs, making cost/effectiveness

judgments and makmg rebuxld/replace decn- ¢

sions. N

%0 Reporting, mcludmg the compiling of data
angd information for disseiination to others,
bogth msxds and })utsxde the organization.

* Propérty information that does not-assist man-

agers in meeting agency responsibilifes and goals ™

is usually -unnecessary and should not be” re-
corded. It is important to have a complete under-
standing of the agency’s intended’ uses of the
property information before it is inCluded in the
property accounting system.

Several types of property accounn systems

* are found in LEA’s depending on thensélze of the

LEA and the kinds of property it wnshes to address.

The most common types of property accounting

systems are;:

® systems dealing only with equipment (some
are limited further to specific kinds of equip-
ment, such as audiovisual equipment);

® systems dealing only with buildings; these

range in level of detail from systems that list a
few general chardcteristics of each building,

¢

“"’;‘f%
o . u?‘i *%

this handbook, the word “computer” is speciﬁcally.‘ s

Yogether
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An LEA may have/only one of the above types -

of systems, or it may take a comprehenstve ap-
proach. Each LEA, 'must select the size and extent
of its property ac ountmg systems according to its
own needs.
Belowisali t of possible ways in which various’
education ag ncnes might use property informa-
tlon It is s arated into parts, uses at the local
level (for L'EA’s) and uses by LEA’s, as well as
SEA’s, FEA’s, and other State or Féderal organi-
zations. Jhis list is not intended to zmply that each
educatiof agem% should have a property account-
ing sysiem serving all of tlw Sfunctions. Instead,
the lisy is intended to 1llustrate the wide- ranglng
ibtlities for using prope(ty information in
-planning, managing, ‘and evaluating the use of "
education resources for the commumg benefit of
educational programs.®

1. Usos of property information at the local
level (for’LEA’s):

i

° Managmg and controlling property
mventory management
location control
equipment selection
utilization scheduling and monitoring
maintenance management

pur?:hasing control

contracts management

cdst analysis

F
il
A

Planning and-evaluation activities
facility planning and space needs anal-
ysis .
‘ equipment needs forecasting
\(, equipment allocation
. — energy use/conservation studies
L building materials selection
capltal budget preparanon and man-
agement
) operating = budget
“; management
| — program costing
\—- safety planning and evaluation
' 7 b siteselection

g ° Additional property-related activities that
cut across all activities of the LEA are:
b
18

-
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CONSIDERATIONS FOR COLLOECTING AND USING PROPERTY INFORMATION

— insurance planning and claims support
- — cost control
“ ' — cash-flow management
—° comgnumcatmg with other LEA’s
about® property matters

- 2. Uses of pfoperty information by LEA’s, as
" well as SEA’s, FEA’s, and others:
® Developing bases for legislation

® Making admlmstratwe policy

-

® Administering grants contracts, and other
v . * funded programs .

® Conducting research in the areas of im-
o IR ved educa H/)nal methods and proce-
" apres Wast practices, and future trends

@ Compiling reports for govermng bodte/
- funding sources . 7

) \ . ’,bmpiling, comparing, and evaluating in-
. K brmation for public disseminatio

SOME CONSIDERATIONS FOR .
DEVELOPING 'OR STRENGTHENING
A PROPERTY ACCOUNTING

. SYSTEM

that may be- helpful te LEA’s in developing good
property information. These mments are equially
applicable to developing, mformatlon systems for ~
other areas of the LEA’s operatton

The list below is an outline of the basic steps
involved in develof)ing or strengthening a system of
property records and reports (in other words, a
property accountirig system). This approach fo-
cuses on answering three critical questions: t

e What information do we need?
@ Where is this information ayailable?

® How do we get this information quickly and
at the least cost"

‘

" The eleven steps putlined below can apply fo
property accounting systems of all sizes, from a
_basic manual recordkeeping system to a large
computerized information system.
1. Identify the general needs bf the agency for
Eltc " /" “property information. .

ullText Provided by ERIC - /

'Ifhis“ sectipn pres%some general guidelings_. .

19

8
. 13
- \ ° )
These needs should not be defined interms
of the information people say they want,
but in terms of the ways tl\ey will use the
information. When potential users of the -
information must describe specific uses for
* it, the tendency to collect unnecessaryinfor-
mation just because it is “nice to have” is
minimized.

2. Define the type of propegty accounting

system(s) needed.

At this point, ‘the LEA may decide-to . -

de'velqp a system that, for the present,
* satisfies only a part of its total property
information needs. This approach may save
time and money in the short run,.while
offering the LEA staff a more practical goal
to accomplish. Many LEA’s begin by work-
ing exclusively with equipment, or perhaps
only buildings. Each system will have its_
own special reports and data requirements‘,
depending on the type of property with
which it deals. If planned properly, such a

system can be expanded in the future with , -

little redesxgn of te original records and
reports.

. ) N
3,\ On the other hand, LEA’s with more expe-

-,\nence in using property information sys-
\tems may wish to develop more comprehen-
‘sive systerds that deal with sites, buildings,
spaces (rooms), and equipment together.
3. Identify specific data needs.
Base}d on steps | and 2, determine the
specific items of data that should be col-.
lected. Define each)data item so that all
users will have a common understanding of
each data item. Handbook IIIR should
provide most of the pertinent definitions B
_ required.

-

"4, Review all existing and\planned documents

containing property data.

Identify all property data that are currently
being collected or are on file. Determine
where the data come frogi, how often they
are collected, and how they are defined.
Examine any (5ocuments in the planning
stage, determipiing the same information.
Comparispn of these findings with the gen-

~ A
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e{z;i data needs.determined in steps |, 2,and

" 3 will guide ‘the LEA in deciding collection

activities. ' .
Identify the sources 6f the required data and
. confirm that the data are available in the

form and quantity needed.

If certain types of data are unavailable or
impractical to collect or maintain in the
formi~sequired, steps 1 through 3 should be

. recycled to consider these data-availability

8.

problems and to develop alternatives.

. Develop data-collection forﬂ&.and proce-

ures.

These forms should be easy to ur}derstand,
easy to fill in, and easy to process. If these
forms will also be used to Store the data,

they should be easy to maintain and update..

These forms should be tested in several trial
_funs before they are approved.

Develop the procedures for handling,
processing, and distributing the data.

This activity may be .minimal for those
LEA’s having a manual property account-
ing system (no computers or accounting
machgnes involved). In this case, the data
forms developed in step 5 may also be the
"forms on which the date are stored and
«distributed. g

Computer-based property accounting sys-
tems will typically go through a much more
lengthy process, including developing data
handling procedures, data-processing pro-

" grams, and output programs.

Train all individuals responsible for supply-
ing data, analyzing data, or compiling re-

ports.

The purpose of this step is to insure that.all
pétsonnel who acquire new responsibilities
« related to the property accounting system
have an opportunity fo prepare for these
responsxbnhtxes It also provides an oppor-
tunity to familiarize staff members with any

new terms or definitions adopted from the-

handbooli. .

PROPERTY ACCOUNTING

~

+ 9. Test the new property accounting system.

Conduct a trial run involving all methods,

procedures,. materials, and people in the’

new system—from collecting the data
{dummy data can be used) to compiling and
interpreting reports. This is an opportunity
to identify and correct problems, remove
unnecessary data 1tems and add missing _
data items.

. Implement the property accounting system.

Once the trial run has been completed and
necess improvements in the system
made, the system is now ready for full
operation. Make the transfer from the old
system (if any) to the new in a deliberate
‘and careful manner. If appropriate, utilize
the old and new systems concurrently until
the REW system is effectiygly installed.

. Loak contmuously for ways to improve the
system. . '

Keep records up to date at all times. Be

prompt in forwarding requested informa-

tion to others. Encourage all who operate or

are served by the inforrhation system to

evaluate its performance continuously. In

this way, it can be improved from time to
. mme

In most LEA’s, the effective development of a

- properjy accounting system requires a certain

amount of advance planning and coordination

among thase who will participate in the recording

and use of the property data. y['he steps outlined

above should serve to help LEA officials organize
their ideas and begin the planning process.

]

WHAT KINDS OF PROPERTY
INFORMATION FILES SHOULD
AN LEA HAVE?

As an LEA begins to develop or improve a
property accounting system, one of the principal
considerations is deciding hpw to organize the
information files that support the system. As stated
earlier in this chapter, property accounting sygems
usually focus on specific kinds of property ome

.
20 R ‘ay - AR
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(CONSIDERATIONS FOR COLLECTING AND-USING PROPERTY INFORMATION T

* eqliipment, such as

)

Q

RIC
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sites together. Some, focus on all movable -equip-

deal with just bpildi\ggs, others with b}lildihgs and ‘

| only with special groups of
udiovisual equipment. Ed¢h
ounting system usually re-

ment, while others d

type of, property ac
quires, its own infor
several property accou“ ting systems fay therefore
have several property {information files, each ad-"
dressing a dlffere‘nt type of property«Few LEA’
have a single property accountmg stem deahng
s1multaneoust withlsites, bulldmgs spaces
(rooms), and equipment.

Property files can bg further divided mto two
types according to the spurce of their data. Forthe
purposes of this handbdo®: they are referred to as

““derived” files and “original document” files. Origi-

nal document files corsist of papers and docu-

Qents typically obtained by the LEA in connection

with the acquisition of g property item® Examples
of these are deeds, building plans and specifica-
tions, and equlpment arranties. Most derived .
ﬁles consxst of data copitd from original document , "
files or data taken from jnventory efforts. Derived
files are usually more efficient and more flexible”
since they can be designed by the LEA to eﬁpture
the precise information required by users of the’
file. Original document files are sometlmes more
cumbersome to store and use, but usually contain a
great deal of necessary information. [ .-

The list below gives examples of original docu-
ments usually available in the LEA, although thdy
may be filed in several dlffe.rent locations.

Sites: L

® deeds, covenants™ RN

‘o surveys, plats, maps

. ® blueprints and speCnﬁcatlons for lmprove-
ments

¢

N

photographs, aetial or surface -

»

titles and abstracts

appraisals :
insurance /policies on improvements
-

——

* Buildings and Spaces (Rooms):
e blueprints and specifications (plans)
® photographs, drawings, renderings -

® contracts for construction, renovation

tion file. An LEA having

15

. studies or syrveys of the-building while in~
operatlon R

L v .

- - ® documents related to built-in equipment

~ N

“»

— prints, plans, specifications, watranties
—’ (seg items under Equipment below)

® insuragce policies , . .

. -Equ‘l_gment:
-® bid specifications

L] bldS

«

® contract$ for purchase (if not ip ,fmancnal
files) N

® plans & spec:ﬁcatlons (large equipment),
-drawmgsc

photographs st

® operator manuals

service (fepair) manuals
parts manuals

® warranties

® vehicle titles, and registrations

<

® insurance pglicies : ) C

LEA’s may find it useful to gither into one

location as many of tlrese documents as possible. A

.centrally located original document file makes the

informagion on these ‘documents more readily
available to potential users within the agency.

. The most common derived file is one based on

- an-inventory listing. In fact, the simple inventory

’

list is the most common form of property file found
in®any LEA. The typical inventory list contains at
minimum the following kinds of information:

-

., ® the identification number. assigned to each
item; - a

. ®3 bnef descnptlo’n of each iterp,

® the ongmal fost (actual cost, estimated cost, -
. or appraised value—whichever is appropri-
ate), and

® :the location of each’item. e .
[Z o ' ’

This type of file may be e;(panded by collecting

2 1additional information when inventory is taken:

.



.on its own merits.

- INFORMATION FILES .
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Such files may bé.maintaiged manually (handwrrt-
ten of typed documentsthat are filed manually ina
desk dr cabinet) or in an automated mode (o‘n
punched ﬁdfs computer tape, or magnetic disk).

.The number of property items in the file and the

amomnt  of data collected—for\g_ch iftm usually
determines whether an automated system is cost

-effective. : g . Lo
An inventory list ‘Containing only a few:,basrc v,

itéms of data can be useful.in serving the principal
stewardship responsibilities of the LEA i.e.,, know- .
ing what the LEA owns and where it is located"
However, such a list usuall,y contains “too little
information {6 effectrvely support othér planning
and control needs of the LEA.-For this«geason,
many. LEA’s gather additional information on
certain types of propefty. This additional data™is
usually (1) gathered during the inventory process,
(2) copred from the originai property-related docu-

.ments already on file (see the examples above),.or

(3) collected during special studies and/or data-

_collection efforts,. When gathering more> informa- :*
tion for a derived file, the LEA must usuelly decide .

how, much information to duplrcate frdrg existing *
files onto the new file. While it is inefficient to have
the same information eXjst in more than one file
within the LEA, it may be equally | }nefﬁcrent to .
have to search among several files to ﬁnd all the

‘required inforfation for a‘gLven item or group of

property items. This is an eéxtremely "important
decision, and no simple guideline for making the .’
‘decision exists—each situation must be .analyzed
. S, &

For example, duplication of information from -
original documents to derived files may bé justified
when the storage place ar method of access to the -
original document is not convenien.to frequent
users of its information. Converstly, when such .
dpcuments are used infrequently, as are most deeds

d plaJs, for example, it may be more efﬁcient#p 3.
work drrectly wrﬁh the orrgrnal document and
avoid duplrcatron 7,/

GUIDELINES FOR DESIG ING“ ~
AND MAINTAINING PROPERTY-

.
oy

3

$

{ ’e

o . " * PROPERTY ACCOUNTING

automated) should be designed and maintained to
conform toat IeasLihegeneral criteria listed below.
LEA’s (and 'SEA’s and FEW’s where applicable)
should attempt, wheraver possiblg, to further refine
of to supplement the following criteria in aecor-
d#nce with their own parucular needs and
cé‘nsuamts L <
. /] @ P . ]
. In designing property files, consideration
should be given to -developing information
" Yor: v

-
>

® as many of the daily activities of property

manage nt as are practical and useful.

Such ang\'rtres can include purchasrng

equipment, allocating equipment, schedul-

ing maintenance activities, planning and

o managing capital budgets, and evaluating
operating costs.

.® the less fréquent activities of property
managemeng, such.a5 renovating build-
rngs purchasing s;tes ang, reorgamzugg
schook: distrrcts ‘

® the other uses of property data such as
- summafrzrng and reporting datasto the
" bodtd of education, the, SEA, various

. funding agenci'es and other public bodies.

»
-
-

'onlyw enotigh ' information for antrclpated
opérating and reportmg needs. :

A common tendency is to design the files to

store an excéssrve amount.of detailed data, N

regardless of potent1al value and frequency

of use. Files of this nature can require more
.~than a reasonable amount of effort and

expense_to maintain. Qn the other hang, the,

files should: have a sufficigptly broad glata

* basérto avoid unnecessary and costly “last
, “mirfutd” data-collectron effci‘ts

Y.

“*2Some LEA’s may wish to establish specral

‘historical files for important data that are no
* » lopgefneeded in current activities.. This frees
. the current files from the clutter of old data,

‘d"“‘“w ile retaining these data for future refer-

Each LEA should thave properly "orgamzed £ 35 ', ence. . v )

property- information files, since they are the heart ‘o

of the property accounting system. Althougf) tTle o

size and content of these files will vary frem LEA

" inaintenance and updating,
to*LEA, all property files (whether manual orrpy 2

e

3. Property files ‘should be designed for easy

regardless of
their Zontent or the media on which they are

A N k4

[ o -
® . .
- . . '

2. Property file¥ should be desigrfe: to ‘store'

.

3
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recorded (e.g., paper‘forms, computer cards,
computer tapés). .

Fodrms dnd records that permit easy deletlon
of outdated data and easy ad®tion of new.
data are preferable to forms and records that
must-be replaced or reorgamzed each time a
change in data is nec‘essary.

. Specific responsibility should be assigned for
maintenance of the property files, and a
fairly ngld schedule of ¥e maintenance
shouldheestabhshed “ :

The best mcentlve for an organization to
mq.mtam its property files adequately is when
the data contained therein are e;entlal for
successful completion of the LEA's responsi-
bilities (as describéd in 1 above). Proper
design regarding bt%h\éﬁse of updates (as
described in 3 above)Malso contributes to
good file maintenance, However the key that
. ties these incentives together 1s to have spe-
cific people identified as responsible for~
keeping the files current aha accurate. A
predetermined file maintenance schedule (pe- -
riodic deadlines for adding new data and
deleting old data) is helpful in many situa-
tions. ‘.

(

.

.

CONSIDERATIONS FOR COLLECTING' AND USING PROPERTY INFORMATION

'HANDBOOK LINKAGES:
USING DATA FROM
OTHER FILES

2
.

-
The'act of relating information from different
files or accounting systems is referred to in the

* handbook series as “linking.” The following para-

graphs describe -some basic considerations for
designing linkages into a property accounting sys-
tem. ¥

/ Informatlon aboutgeducation can be divided
into a number of distinct-Xategories, such as finan-
cial, property, staff, and student. The handbooks
in thee NCES handbook ‘series (State Educational
Records 4nd Reports Series) have been designed to

. address such categorles For example, Handbook

IVR! addresses staff.information, Handbook VR!
covers student information, Handbook VI! per-
tains to curriculum and instruction, and Hand-
book X! covers educational technology. Figure 1
illfstrates how these handbooks relate to one
another. All LEA’s have records that deal with
inforthation from one or more of these categories.

~

«

\ b Py . )
& 'See appendix E for full bibliographic nformation on-each
handbook. - &

L3

-

Figure 1.;Interrelationships among SERRS handbooks

Handbook HR ,
Finon?ol data

~ Handbook {VR .
Staft data  ° . /7

Function

Object

matter
area

Subject- '

7

»  Property M
information

*No (optional)!

Personal
information

v ’
Function
and program

Subject-
matter

v

Location of
assignment,

-..

———

Handbook IR
Property dats
v

Property
dentification
{Name and No)

Location
{site, bldg ,
and/or room)

Other property
charadteristics

y—

Personal
dentification

/

School
information

Function
and
program

items
describing
an LEA

Items
describing
a school

Learner
haractenstics

Lesrning
rasqurces

7

* Hendbook VR

Student data

.

Handbook Vi
Curricutum data

Handbook X

Education technology?

{One of the best ways to hnk ﬂnanclal and property files 1s through the property 1dent1ﬁcatnon number. This dimensibn (data
item) is not shown in HBIIR, but may be added when desirable.

2Hamd,book‘)( does not relate directly to an education information file as do the other handbooks shown here. It offers
termmology that is vexz useful in classnfymg data within property files.

Aruitoxt provided by Eic:

r
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Aruitoxt provided by Eic:

|-

The largest LEA’s usually include most of }hese

categories in their information systems

It has begn suggested earlier in this chapter that
ea¢ch LEA should minimize the duplication of
information among files. However, to link two files
together, a certain amount of duplication of infor-
mation is necessary. Usuaily, one or two key-data

* items are involved.- Such data items are usually

identified during the file designg process, and the
choice depends entirely on the calculations and
data comparisons in which the two files are to be
used. For example, in g property file containing
information on an LEA’s buildings, one of the
probable data items would be floor area, in square
feet (squaré meters). To calculate-the current
square-feet-per-student ratio for any ‘building,
some measure of currentenrollment or attendance
in that bulldmg is needed. Good practice would
suggest that enrollment/attendance informatjon
should not be collected as part of the property
_accounting system, since.it is probably available in
other portions of the LEA’s information
files—usually in the student file or attendance file:
The enrollment/attendance information can be
retrieved from its file and related to the building
area information if both files contain a building

. identification number. This building identification

number is'the “link” between the filés.
Building numbers, site numbers, equipment tag
umbers, and space (room) numbers are excellent

linking data iteths from the property files. Other

-useful links ~though not as common in property
files, are fur%cnon codes, program codes, and sub-
ject-matter codes.

The task of lmkmg existing files is often difficult
since files and information systems are psually
developed in different departments of the LEA and
at different times. The needs for linking files
together are often not specified in advance, and the
proper data item “links” are consequently not
included. A common result can be either excessive
duplication of information among files, or the
inabily to relate the information in different files
without a great deal of extra effort. Proper plan-
ning in designing new information files or modify-
ing existing ones may provide significant benefits:

(1) greater availability of usable informatfon,

" and , )

(2) a reduction in time and. money spent on
. collecting and $toring duplicate data.

-

' " PROPERTY ACCOUNTING

PROPERTY ACCOUNTING RECORDS
AS. SUPPORT FOR FINANCIAL
AGCOUNTING RECORDS_ -

Certain property information can be used to
create subsidiary rgcords that support and explain
the dollar amounts summarized in the fixed-asset
portion of an LEA’s financial accounting records."
Information about each item of property (sites,
buildings and/or equipment) is linked back to the l
fixed-asset financial accounts, usually through a
simple code, such as a property identifjcation
number. These subsxdxary-&cords can then be used
to provide a detailed breakdown of 4he LEA’s-
assets. :

For example, assume that the Wheeler~School
Dlsmct has a financial accounting system that uses
the general fixedsasset accounts of Land, Build-
ings, Improvements Other.Than Buildings, and
Equipment. Assume that Wheeler shows a -«
$300,000balance in the fand account on. June 30
and that the financial accounting £Jstem contains
no information on the individual pieces of land
comprising this total value. If, in ‘the future, it
became necessggy to describe the kinds of land

srepresented by the- $300,000, someone in-'the
. Wheeler administration would; after some search-
ing, probably locate the necessary information.

However, a3 sugh, requests become more com-,
mon, not only for Land account, -but also for
Buildings, Improvements, and Equipment, it might.
be justifiable to rework the property files so that
they would serve as subsld_lary records “to, the
general fixet-assets accounts. In its simplest form,
such a subsidiary record for the Land account .
might contain the following informiation:

J i

N ) " .
’ Area of |
Site Site site
number, name Location (acres) \)alue
101 Jones Schoo! Fourth & MainSts. 1.5 $30,000
102 Smith School 5066 Mapje Drive 7.0 14,000
103 Old Tglor - U.S. Highway 89 20.0 16,000
** Fa . . v
o - ToTALS  T00.0 $300,000

It is 1mportant that the total value shown on the,
subsxdlary property record equals the value shown
in the Land account in the financial accounting
system. This tells the user that all.parcels of land
are listed and accurately accounted for. Of course,

N
24 2
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- ¢

b d

_mugh more information may be stored in the

property files than fs shown here, depending on the

. ing dgreement between its financial accounts ahd

their respective property records. This suggests

needs and the resources of the LEA. that the property records should be’ either main-
To develop a useful et of subsidiary property . tained or reviewed periodically by the accounting

records, the LEA must have a-method of maintain- . *qepartmént. . - -
- * . ‘ ¢
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Chapter 4 ’ ~x
o‘ < ° //‘
N CLAS§fFICATION OF PROPEI{TY DATA .
. | L,\ . // P . ' .. . ~ .. ': )
This’ chapter contains .a classification of the CRITERIA FOR SELECTING DATA
basic data items’ recommgndéd for the establish- JTEMS FOR THE HANDBOOK . . E
. thent and  maintenance of: propgrtys accounting ‘ ,
- systems. This classlfrgéron can be used by any Selection of data rtems~for this handbook took ,
LEA, QUbllc or private, regardless of \ize, and  place in 1two stages. The first stage involved identi- _
regardless of whether ‘its accounting sysiems are  fication of potentially useful data 1tems through ’
- compyter-based or manual. In addition, State, consideration of - .
Federal, and other edyftio agencies can use this Lt
classification to erihdnce Aheir’ data collection, e who the potential users of property informa! '
repomng,,and analysis functions relating to educa-~ tion are (see chapter 2, », 5)
tion property. Agencies should use thrs classifica- '
_ tion as a shopping list, selecting thoseitems essen- @ What the potential uses °f propertyinforma- .
tial for their property accounting purposes (see tion might be (see chapter 3, p- 12), and P
“Selecting Data Items for a Property Accounting ® how detadled the 1nformatlon should be for
System,” p.>, and “What Kinds of Property each cqtegory of use ) - L T e,
lnfounation iles Slfould amw Ll;,A Have?,” p. 14). ) g\ , ) v,
= The data items generatyd by this activity were v
* The preperty-data items in thw (hapter T then screened by application ofythe following crite-
w classified by the types of property to which they, rla: - . . - Y, R/
apply: sitesgbuildings, spaces (within buildings), - 4 : 3
and eq&tp . Within each type of.property, data # need priority (the overall importance ‘of any
‘items are grouped with other data of the same data itenin engbling an agencyto carry out )
general nature. Examples o h groups are-G its responsrbrlrtres) £
eral Descriptive | nfermation, Acquisition and ’ o -
Information, and Repa’ir and Marntenance Infor= frequency of use; .
manon. , - ® ability to be secured, stared, upddted, and R
R ’ . x P ipterpreted without unreasonable gxpense or
It is mostimportant to note that chapter 4 does _ effort; and . P
not list all the property terms, contained in this L. . o =
handbook; Ii\n‘:}gd, it lists only the terms that . ® incidence of‘actual use l:i) sample of cur-
represent suggested dataitems (that is, items of regtly operatlng~propertyl ounting systems.
. s o w o7 o

information) that might be used in the manage- -
ment of eduéation property. Other prope;tty?,is,

which do not represent suggested data iefns but
assist in understanding the. process of property
accountigg, are either’ defined in the Glossary or
are. drscussed‘rn offier chap\ters In addition, cha

" ter 6 repeats those data items relating to property
measires (e.g., length area, \st) and, 4vhere

N

-

The resulting data-item list should provide somg
assistance in déveloping or improviig property
accountrng stems. However, readers are cau-
tioned against nrdlscrrmmaate adoption of any data
item iri the list. Few LEA’s will be able to use all or
even most of the data given below. ‘And some
LEA's will find that certain items they require may

LR
appr%_')?ate offers further guidance for standard/kr not be listed. Use of the data-item classification list -« )
izing sich measures. T, P should be’ supplemented in all * cases by careful ‘

. 2 -« .
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consideration of the guidelines set forth in chapters
2 and 3.

&
4

EXPLANATION OF THE
DATA-ITEM CLASSIFICATION
FORMAT

- The follpwing section expiains the format of the
data-item classification list presented in this chap-
tet. Figures 2 and 3 provide a graphic sumtnary of
this discussion.

Data Item \

¢ Within this handbbok, “data item’ refers to a
single unit of information that provides part of the
description of a piece of property. For example,
cost, locatlon and area of site are three data items *

* that, in part describe a site (see data items 104

Site location, 105 Area of Site, and 121 Cest of
Site). The data items in this handbook have
four components: a data-item reference number,
a data-item name, a data-item definition, and a

' data entry. '

Data-Item Reference Number. The left-most
column in the data-item list contains each data
item’s reference number. For example, in data item

104 Site Location, *“104” i§- the dataitem,
reference number. This number is for reference.
purposes only, particularly for cross-referencing

-

Figure 2. Data-item classification format
. — Unspecified data entries —

104 AREAOFSIE . XXX
poa \
DATA-ITEM NAME
DATA-ITEM—=—-
DEFINITION
N PAGE
DATA-ITEM NUMBER
——REFERENCE

NUMBER

» PROPERTY ACCOUNTING p
' v
between the list in chapter 4 and the definitions in
chapter 5. y
%ﬁ -
Data-Item Name. This is the title given to each*
data item. For example, “Site Locatlon” is the

data-iteriTffame for data ifem 104, -

Data-Item Definition. A definition explaining
the terms comprising the name of each data item

.and the kind of informatjon sought by each data

item is given in chapter 5. The right-most column
in the data-item list below indicates the page
number on which each, definition can be found.

Data Entry

“Data entry,” as used in this hahdbook, refers\uk__
the actual information, elther in numerical or
alphabetic form, which may be collected and .
recorded for a given data item. Using data item 104’
Site Location as an example, a site located at
the corner of 12th and Main Streets would have
%]2th Street and Main,” or some similar variation
(*12th and Main™), as the data entry for data item
104. For 104 Area of Site, a site of 2.5 acres would
have *“2.5” as the data entry. .

In both of the examples above, the type of data
entry is either specified or implied in the data-item
definigion. However, for many data items, a list of
several alternative data entries are offered (see, for
example, data items 106 Ownership of Site
and 108 Principal Use of Site). The difference
between these two types of data items is that

" 104 and 105 have an unlimited range of data entry

possibilities that cannot be specified in a simple
list, while data items 106 and 108 have a limited
number of data-entry alternatives that can be

\speclﬁed and given standardized names, codes, and

definigs ince the latter situation readrly lends
itself W¥ the handbook’s objective of compiling a
s)andardlzed reference work for property terms,
data items for which all or most of the data entries
can be specified are treated in this manher. Figures
2 and 3 illustrate differences between these two
kinds .of data items and ‘their respective data en-
tries. o

LEA’s should use the specified data-entry name
and/or codes where they apply, but may add
additional data entries where special circumstances
render the spec(’ fied alternatives inapplicable. Most
data entries in the classification list that follow
have three components: a data-entry code, a data-_

T . A




CLASSIFICATION OF PROPERTY DATA -
N 3 ' Sty

N

Figure 3. Data-item classn" cation format
— Specified data entries —

PRINCIPAL USE OF SITE

Education

Community Services

-

L‘-DATA-ITEM NAME

— DATA-ITEM REFERENCE NUMBER., ‘

{

DATA-ITEM IDENTIFICATION

PAGE NUMBER

.
& 3 \
I

Investment

DATA-ENTRY
CODE

'

DATA-ENTRY NAME

¢

. ) <
DATA-ENTRY DEFINITION
PAGE NUMBER

"' entry name, and a data-entry definition. Some data -
- the kind of information represented by each data ~

entries with obvious meanings are not defined.

Data-Entry Code. The column of numbers
appearing under many data-item names represent
data-entry codes.” Each code can be used for two
. purposes (a) for cross-referencing between the list
in chapter 4 and the definitions in chapter 5, and
(b) for the actual ‘coding of data on a data-
collection form Consistent” use of these suggested
data-entry codes by LEA’s can help achieve a high
degree of uniformity in their (and in the States’and
the Nation’s) property accounting information. As
. _stated above, additional codes may be ‘added to a

given data item, but existing codes sth nof be-
altered in any way that would prevent the new code
from relatmg back to the ongmal code as given in
this handbook.

Data-Entry Name. Following each data-entry
code is the data-entry mame. LEA’s operating
manual accounting systems may, in ‘many cases,
prefer to enter the data-entry name in their records
rather than the corresponding code. Some may use
both.

.

Data-Entry Definttion. A definition explaining

entry is given.in chapter 5. The right-hand column
in the lst below indicates the page number on
which each definition can be found. -

CLASSIFICATION OF
DATA ITEMS

‘Data items listed and classified below are
grouped according to the type of property to which

they apply: .

l lOO Series:
200 Series:
300 Series:
400 Series:

SITES
BUILDINGS

SPACES (within Buildings)
EQUIPMENT — .

All data items and data entries given below are
defined in chapter 5, except for those data entries
requiring no definition. Such data entries are
indicated with “ND” (Not Defined) in the right-
hand colunin. .
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.

‘Classification of ‘Data Items and Entries, Including Index to Definitions
(S "‘ ] N ,
» N -
Reference Data-Item Name: . Definition
number . Data-Entry Code-and Name . page number

100 Series: SITES

A

' — SITE IDENTIFICATION —

SITE NUMBER

#ITE ADDITION NUMBER
0 - ORIGINAL
1 FIRST ADDITION
2 SECOND ADDITION
.. ~(ETC)
SITE NAME
SITE LOCATION

- - ~

~ GENERAL DESCRIPTIVE INFORMATION —

AREA OF SITE
OWNERSHIP OF SITE
1 LEA-OWNED .
MUNICIPALLY OWNED
AUTHORITY-OWNED
OTHER PUBLIC OWNERSHIP
NONPUBLICLY OWNED
SHARED OWNERSHIP
OTHER
SPECIAL DEED RESTRICTIONS
PRINCIPAL USE OF SITE
. EDUCATION
COMMUNITY SERVICES
INVESTMENT
. NOT.IN USE
OTHER
CAPACITY OF PAVED PARKING AREAS ON SITE
CAPACITY OF UNPAVED PARKING AREAS ON SITE _
CAPACITY OF AVAILABLE PARKING AREAS OFF SITE
EASEMENTS

5

- STRUéTURES AND SPEGIAL AREAS ON SITE — -

TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL
AREA ON SITE

01 FOOTBALL FIELD"

02  BASEBALL FIELD

03  SOCCER FIELD

04 . MULTIPURPOSE FIELD

11 BASKETBALL COURT

12 * VOLLEYBALL COURT-

T
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Reference Data-Item Name; ) Definition .
number Data-Entry Code and Name _ . page numbeér

13 TENNIS COURT . 43

14 HANDBALL COURT ~ e ) . 43

15 . MULTIPURPOSE COURT - & 43

21 . PAVED PLAYGROUND $ ) 43

" 22 UNPAVED PLAYGROUND

23 PRESCHOOL PLAYGROUND . .
31  TRACK AND FIELD AREA ~ '

32 RUNNING TRACK -

33 OBSTACLE COURSE

34 ARCHERY RANGE .

35  RIFLE/SHOOTING RANGE )

36  SWIMMING POOL . -

37 WADING POOL - : , \

38 DRIVER TRAINING RANGE ‘ . oo

39 ICE RINK ‘ , ' »

41  OUTDOOR CLASSROOM

42 . CAMPSITE

43 AGRICULTURAL AREA

44 . ANIMAL HUSBANDRY AREA

b 45  HORTICULTURE/ARBORICULTURE AREA )

99  OQTHER STRUCTURE OR SPECIAL AREA *
114 . NUMBER OF STRUETURES OR SPECIAL AREAS OF A GIVEN TYPE
115¢" PARTICIPANT'CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S)
116 SPECTATOR CAPRACITY OF STRUCTURE(S) OR SPECIAL AREA(S)

SRRERRRRRRRRRERRRERE

-
S
W

— STRUCTURES AND SPECIAL AREAS OFF SITE — v
117 TYPE OF STRUCTURE (EXCLUDING BUILDING) OR SPECIAL
AREA QFF SITE 45
118 NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 45
119 PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45

120 SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45
8
A szE ACQUISITION AND COST INFORMA nozv—',
21 ° METHOD OF SITE ACQUISITION . 45
1  PURCHASE . e . AS
2 LEASE 45 -
3. LOAN ' . 45 .
4, GIFT | - _ ., 45
X 5 PROPERTY EXCHANGE , . . . .46
” 6 BOUNDARY CHANGE . - 46 «
"{-- 9 OTHER ~ ° -y ND
T122 OATE OF SITE ACQUISITION ’ - 46
123 COST OF SITE ACQUISITION i . 46

124" ANNUAL COST OF SITE LEASE

125 TERM OF SITE LEASE

126 SOURCE OF FUNDS FOR SITE ACQUISITION
127 MARKET VALUE OF SITE

' ‘ 30




»

2

Reference
number

“

Data-ltem Name;
. Data-Entry Code and Name

100 Serles SiTES—Contmu@d

128

129
130
131

132
133
134

135
i36

EY
138

139
140

20
20

i
203

METHOD OF ESTIMATING MARKET VALUE

[}

1 APPRAISAL

2 SALE PRICE

3 OFFER TO PURCHASE
9 OTHER -

— SITE IMPROVEMENT INFORMATION —
NATURE OF SITE IMPROVEMENT
DATE OF SITE IMPROVEMENT ' -
COST OF SITE IMPROVEMENT

»
N 1

L SITE MAIN TENANCE INFORMATION —

Ve

PROPERTY AC(/‘OUNTING

Definition
page number,

’

EXPLANATION OF SITE MAINTENANCE OR_ OTHER WORK PERFORMED a7’
DATE SITE MAINTENANCE OR OTHER WORK COMPLETED 647
COST OF SITE MAINTENANCE OR OTHER WORK . 47

— DISPOSITION OF SITE — )
- AREA OF SITE DISPOSED - 47
REASON FOR SITE DISPOSITION © 47
I NOLONGER USEFUL’ _ND .
2 END OF LEASE . 47
3 LOAN RECALLED 48_
9  OTHER ND
DATE OF SITE DISPOSITION 48
METHOD OF SITE DISPOSITION . - 48
|  SALE \\ ! 48
%2 GIFT 48
3 RETURN TO LENDER OR LESSOR 48
9 - OTHER "ND
NET PROCEEDS FROM SITE DISPOSITION 48
RECEIVING FUND FQR SITE-DISPOSITION PROCEEDS 48
200 Series: BUILDINGS
— BUILDNVG IDENTIFICATION — )
BUILDING NUMBER 29 "
BUILDING ADDITION COD > 49
9  ORIGINAL BUILDING : ND .
I FIRST ADDITION ND
2 SECOND ADDITIO ND
... (ETC) 31 , -+ ND
BUILDING .NAME 49
, 49

204

SCHOOL OR OTHER OPERATIONAL UNIT NAME
- N .

\
- .




)

CLASSIFICATION OF PROPERTY DATA 27
Reference Data-Item Name; . Definition *
number Data~Entry “Code and\Name i page number
205 SCHOOL OR OTHER OPERATIONAL-UNIT NUMBER' - 49
206 BUILDING LOCATION 49
— GENERAL DESCRIPTIVE INFORMATION — | ‘ !
» . -t . "
207 TYPE OF BUILDING DESIGN ) T 49
) 01  GENERAL EDUCATION BUILDING o, ‘ 49
‘s 02  INSTRUCTION BUILDING ' ‘ 50 ‘f
03 ADMINISTRATION BUILDING ©50
04 LEARNING RESOURCES BUILDING ‘ 50
" 05 ATHLETIC BUILDING : 50 :
06  AUDITORIUM BUILDING . - 50 . ¢
~ 07 FOOD SERVICE BUILDING 50
.11 , MECHANICAL SERVICES BUILDING , 50
12 VEHICLE GARAGE © 50
' MAINTENANCE BUILDING  _ : 50 °
14 WAREHOUSE BUILDING ) . 50
. ‘ MULTIPURPOSE SUPPORT BUILDING 2 ;)so
_ + 16  DORMITORIES AND OTHER GROUP LIVING QUARTERS /50
. . 17 SINGLE-FAMILY-DETACHED LIVING QUARTERS 50
. 18  SINGLE APARTMENTS AND CONDOMINIUMS 50 -
) 98  SHELL BUILDING . 51
99 OTHER ND
208  PRINCIPAL USE OF BUILDING o 13 51
1  EDUCATION ~ . ) B
2 COMMUNITY SERVICES : 51
3 INVESTMENT < . 51
4  NOTIN USE . ‘ 51 .
9. OTHER ' a . ND
209  AVAILABILITY OF BUILDING - ‘ b s
1- FULLY OCCUPIED : 51
-2 PARTIALLY OCCUPIED . - - : !
3 OCCUPIED—SCHEDULED FOR DISPOSAL OR RETIREMENT 51
. 4  VACANT, AVAILABLE FOR USE 52
5 _VACANT, NOT AVAILABLE FOR USE ' ' 52
' 6" NOT AVAILABLE, LEASED OR RENTED 52
. 9 OTHER R ND .
210 ~GRADES IN BUILDING : o 52
00 KINDERGARTEN ' ND .
"0l  FIRST GRADE _ , g ND ¢
) ' " 12 SENIOR YEAR (12TH GRADE) |, : ND
. @13 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE ,
- (13TH YEAR) . ND
> 14  SOPHOMPRE IN COMMUNITY/JUNIOR COLLEGE .
™~ \ . (14TH YEAR) , . ND
? : 20 EARLY CHILDHOOD/PRESCHOOL - ND
' 30 ADULT/COMMUNITY/CONTINUING EDUCATION . ND
' 32 -




Reference
number

- - .

211

« o212

A

213

214
~215

216

217

218

219

220

;o 221
222

223

224

225

226

“ STUDENT CAPACITY OF BUILDING

Datalltem Name;
Data-Entry Cgpde and Name

200 SeneS’ BUILDINGS -—Contmued

98 UNGRADED
99 L NOT APPLICABLE

OWNERSHIP OF BUILDING
‘" LEA-OWNED

. MUNICIPALLY OWNED
AUTHORITY-QWNED
OTHER PUBLIC OWNERSHIP
NONPUBLICLY OWNED
SHARED OWNERSHIP

+ OTHER

\OO\MANN-—

AN

— BUILDING ACQUISITION AND GOST INFORMATION —

METHOD OF BUILDING ACQUISITION
CONSTRUCTION/(BY CONTRACTOR)
CONSTRUCTION (BY LEA PERSONNEL)
LEASE (RENT) ,

LOAN - .

GIFT 3 .
PROPERTY EXCHANGE ’
BOUNDARY CHANGE

OTHER

O 00~ NV BN -

- NAME OF GENERAL CONTRACTOR

DATE CONSTRUGTION STARTED®

DATE CONSTRUCTION COMPLETED

COST OF BUILDING ACQUISITION

ANNUAL COST OF BUILDING LEASE

TERM OF BUILDING LEASE

DATE OF BUILDING ACQUISITION

SOURCE OF FUNDS FOR BUILDING ACQUISITION
EXPECTED USEFUL LIFE OF BUILDING

DEPR ION METHOD - :
BOOK VALUE OF BUILDING . ..
MARKET VALDE OF BUILDING . .

METHOD OF ESTIMATING MARKET VALUE

1
2

- 3

- 9

227- REPLACEMENT COST OF BUILDING
228 - METHOD OF ESTIMATING REP

1

.APPRAISAL
SALE PRICE

OFFER TO PURCHASE
OTHER

EMENT COST
BID ,
APPRAISAL ‘
ESTIMATE

2

3

9  OTHER - 33"
ro : .

-~

PROPERTYPACCQUNTING

Definition
page number

+ (

52
-52
52
52
52
52
52
52
52
52
ND

53,
53
53-
53
53
53
53
53
»}ND
.53
53
53
53
53
53
54
54
54
54
54
54 ~
54
54
’ 54
54

, 54
54
54
54
54

ND
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CLASSIFICATION OF PROPERTY DATA o . . 29

) Reference Data-Item Name; ) c , o Definition
number Data-Entry Code and Name ~ page number
229 INSURED VALUE OF BUILDING e .54
., 230 INSURED \ﬁ{\LUE OF BUILDING ?ONTENTS . 54

)

~ — PHYSICAL CHARACTERISTICS OF BUILDING —

L 231  EXTERIOR WALLS . . - - 55
1 wOOD ' ’ 55

3 : 2 BRICK VENEER y 55 .
3 OTHER MASONRY . - 55
4 METAL . ; 55
"5  PANEL WALL . 55
6 CONCRETE 55

- 8 NONE .o | A 55
9  OTHER® J . - ND
232  FLOOR FRAMING ‘ 55
1 WOOD FRAMING ) " - 55
. 2 CONCRETE ON GRADE 55
3 WOOD ON STEEL . , 55
. 4  CONCRETE SLAB ON STEEL FRAMING ‘ 55
5  CONCRETE SLAB ON CONCRETE FRAMING ‘ ‘ 55
. 6 STEEL ON.STEEL 55
. 9  OTHER ND
233 FIXED INTERIOR WALLS ’ 55

- . 1 . WOOD FRAME * : ' . ND -
‘ ¢ 2  MASONRY - ) . 55
' 3  METAL Do, ‘ . ND
"9  OTHER . ' ND
234 ROOF FRAMING 56
‘ 1  WOOD . ' . < ND
.2 STEEL : . . ND
3 CONCRETE ‘ o ) "ND
: .9  OTHER : t ND
: 235 ROOF DECK . . \56
1  WOOD ' A . ND

. 2 OTHER COMBUSTIBLE MATERIALS 36 -

. 3~ METAL \ “ND .’
' 4  OTHER NONCOMBUSTIBLE MATERIALS ° . 56
© 236 ROOF MEMBRANE . 56
"+ 1  TAR OR PITCH , . ND
2 “TILE ‘ . ND
. 3 SLATE , ) - ‘ND
4  METAL _ - ND
5  BLASTIC o ’ . ND
6  WOOD SHINGLES ND
7 ASPHALT SHINGLES . ND
- 8  ASBESTOS ‘ . : - ND
N 9 OTHER . . o . ND
237  TYPE OF STRUCTURAL SYSTEM . . 56
Q I LOAD BEARING WALLS - 34 . 56

FRIC

PR rovasa e | W
=Y

. el




30 : - ‘ PROPERTY ACCOUNTING

Reference Data-Item Name; ’ ' ‘ ) : Deﬁnﬁé&n
_number Data-Entry Code and Name oo ) page nu

-

. .200 Serles BUILDINGS—Contmued

.. . 2 INFLATABLE
™ 9 OTHER
238 . MATERIALS IN STRUCTURAL SYSTEM
1  STEEL
2 * CONCRETE
3 LIGHT WOOD
4 HEAVY WOOD .
9 OTHER ° 3
' ‘MOBILITY_QF BUILDING -
1  PERMANENT (IMMOBILE) BUlLDlNG
2 - RELOCATABLE BUILDING
GROSS FLOOR AREA OF BUILDING
TOTAL ASSIGNABLE FLOOR AREA OF BUILDING ‘
TOTAL FLOOR AREA OF REGULAR INSTRUCTIONAL SPACE
TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL SPACE .
TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE
TOTAL FLOOR AREA OF MULTIPLE PURPOSE SPACE, SUPPOR]
SPACE, AND, OTHER ASSIGNABLE SPACE
NUMBER OF STORIES (FLOORS) .
AREA OF DISASTER SHELTER - . “

" AVAILABILITY OF BUILDING ENTRANCES an THE HANDICAPPED
ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE’
HANDICABPED - ,

AVAILABILITY OF TOILET FACILITIES FOR THE HANDICAPPED
AVAILABILITY OF 324NCH DOORS - “
N .

'

%

— MECHANICAL, ELECTRICAL, ENVIRONMENTAL, AND
LIFE SAFETY SYSTEMS IN BUILDING — :

LOCATION.OF HEATING sounce

| CENTRAL :

LOCAL ZONE
¥ _ INDIVIDUAL (ROOM) HEATERS
4 = COMBINATION .
9. OTHER .

- TYPE OF HEATING SYSTEM
. . RADIATORS AND CONVEC ons
) “x 2 UNIT VENTIL%?RS

4

GRAVITY WARMI AIR FURN:

RADIANT PANEL
- SPLIT SYSTEM _
" ROOM HEATERS |

CONDITIONING (HVAC)
OTHER




‘ ! . "- v y .“ R
- ’ . o I S . s
CLASSIFICATION OF PROPERTY DATA : ' . ,\/ / . R §
: — [
. Reference Data-Item Name; . -0 ( . Definition
number DaffEntry Code and Name - page number
' . o ’HZ\' " ' a - . .
254 ,PRIMARY ENERGY SOURCE FOR HEAT o 60
1 WwooD - - Lo Y ., -+ ND
2 . COAL ‘ zo
3 NATURAL GAS . )
4 LPGAS . ) . . ND
5 OIL © e ND
6 ELECTRICITY- . - ND
7 SOLAR v ND
, 9 OTHER . ND
255  HEATING MERIUM . : 60
1. WATER , o Ve Y
2 AR ' -/ < T e 60
1 ALCOHOL-BASE ot 60
4  NOT APPLICABLE , o 60
9 QTHER . ‘ , .. ND
256  CAPACITY OF HEATING SYSTEM . 60
,257  TYPE OF STANDBY HEATING SYSTEM o \/ . 60
258  LOCATION OF COOLING SOURCE we .60
1 CENTRAL ™\ / ST 60 - -
‘2 LOCAL ZONE [ . & e 60
3" INDIVIDUAL (ROOM) UNITS * ) .t T 160
' 4  COMBINATION . 60 .
9  OTHER : ST : ND -
259  PRIMARY ENERGY SOURGCE FOR COOLING - . Lo 60
EA T~ NATURALGAS . : . .. - ND
2  LPGAS . ) . ND .
s 3 ow . - * - ND
4  ELECTRICITY ~ ) ' ¥ . * ND
» 5 SOLAR T . ’ ND
< 9 OTHER . _ ND_ ™
260 CAPACITY OF COOLING SYSTEM B 61
261  TYPE OF VENTILATIOA . 1 o, 61
1 WINDOW VENTILATION ~ T o6l
2 GRAVITY VENTILATION ° -, ' =~ & 6l
N 3 "MECHANICAL EXHAUST \ ) 61
4 . MECHANIGAL SURPLY - ) 61
5 BOTH MECHANICAL-EXHAUST:AND SUPPLY . 7 61
9 - OTHER < ND
262 COMBINED HVAC SYSTEM ’ ; - 61
263 . SOURCE OF WATER FOR BUILDING . , 2 B
1  LEA-OWNED ) s , 61
~ 2 OTHER PUBLIC - . o , 61 -
.3 OTHER . . ND
264 SOURGE OF SEWAGE TREATMENT/D{SPOSAL SERVICE ‘
FOR BUILDING - - ', g 61,
1 LEA-OWNED . 61
N 2 'OTHER PUBLIC _ ' 61
} 3 . PRIVATE IR - . 61
9 OTHER - ~ . . =~ *3p % ND )

. .
RS
4 ‘




.

N

Reference

number

200 Series: BUILDINGS —Conti

265

266

267

268

269

270

27t

272
273

RYP

‘ Data-Item Name;
Data-Entry Code and Name.

d

soﬁRcE OF ELECTRICAL SUPPLY FOR BUILDING
I  LEA-OWNED { ° .
2 OTHER PUBLIC
3 PRIVATE ‘ . .
9 OTHER :
TYPE OF EMERGENCY ELECTRICAL SUPPLY
‘1  NONE ]
"GENERATOR .
BATTERY . A
OTHER
OF COMMUNICATION SYSTEMS
TELEPHONE
OTHER AUDIO SYSTEMS
TELEVISION .
COMPUTER TERMINAL )
OTHER :
ERAGE OF COMMUNICATION SYSTEMS
SIMULTANEOUS CALL, COMPLETE COVERAGE
SIMULTANEOUS CALL, PARTIAL COVERAGE
INDIVIDUAL CALL, COMPLETE COVERAGE
INDIVIDUAL CALL, PARTIAL COVERAGE
TWO-WAY COMMUNICATION, COMPLETE'COVERAGE
TWO-WAY COMMUNICATION, PARTIAL COVERAGE
ROOM-TO-ROOM COMMUNICATION, COMPLETE
COVERAGE
8 ROOM-TO-ROOM COMMUNICATION
9 OTHER
SAFETY AND SECURITY SYSTEMS
FIRE.ALARMS
HEAT/SMOKE DETECTORS o
. AUTOMATIC SPRINKLERS
FIRE HOSE CABINETS *
FIRE PROTECTION WATER SUPPLY
FIRE EXTINGUISHERS
POLICE OR FIRE CALL BOX(ES)
BURGLAR (INTRUSION) ALARM(S)
OTHER
AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE
WARNING SIGNALS FOR USE IN' CASE OF FIRE

mwe wwN

O H W —

CcO

~N ANV AW —

O 00U WN—

(3

— BUILDING REPAIR AND MAINTENANCE INFORMATIO

EXPL‘ANATION OF BUILDING REPAIR OR\MAINTéNANCE \
WORK PERFORMED

DATE BUILDING REPAIR OR MAINTENANCE WORK COMPLETED
~ COST OF BUILDING REPAIR OR MAINTENANCE WORK

37

R 1

P%RTIALJCOVE.RAGE

PROPERTY ACCOUNTING

Definition
page number

<
61
61
61
61 -
ND
62
ND

+ ND

ND

ND
62
62
62
62
62.

ND
62
62°
62
62
62
62
62

63
63.

ND

63
63+
63
63

63~

63
.63
63 -

63
ND

63

~

—-—




CLASSIFICATION OF PROPERTY DATA

Reference Data‘-ltem Name; . : Definition
number Data-Entry Code and Name page number

»

. = ALTERATION, RENOVATION, AN® REMODELING — ~

EXPLANATION OF BUILDING MODIFICATION

DATE OF BUILDING MODIFICATION - -
COST OF BUILDING MODIFICATION -
SOURCE OF FUNDS FOR BUILDING MODIFICATION

Lagee

— DISPOSITION OF BUILDING —

REASON FOR BUILDING DISPOSITION
1 TECHNICAL OBSOLESCENCE
NO LONGER SERVICEABLE
NOT COST EFFECTIVE
END OF LEASE
LOAN RECALLED
CASUALTY LOSS
NO LONGER NEEDED BY LEA
OTHER
DATE OF BUILDING DISPOSITION
METHOD OF BUILDING DISPOSITION
1 SALE
GIFT
RETURN TO LENDER OR,KESSOR

SR AR AR A AR

2

3

4 DEMOLITION
9 OTHER

NET PROCEEDS FROM BUILDING DISPOSITION

RECEIVING FUND FOR BUILDING DISPOSITION PR

300 Series: SPACES (within buildings)

5 . ~— SPACE IDENTIFICATION —

301 SNUMBER . .

~DESIGN CHARACTERISTICS —
. R .\
302, FLOOR AREA OF A SPACE
303 SPACE DIMENSIONS
304, TYPE OF SPACE
1000 ASSIGNABLE SPACE
- 1100 Regular Instructional Space
1200 Special Instructional Space .
1201 Athletic/Physical Education -
] Space o Y
" 1202* Business Education Space -
1203 . Family and Consumer Education —
(Home Economics) Space
1204  Industrial Arts Space

- .33

7




)

Y : o ] . " . PROPERTY ACCOUNTING.

be
. * . Reference Data-ltem Name; : - Definition - \
number Data-Entry Code and Name page mumber -~
300 Series: SPACES (within buildings) —Continued s S
1205 Kindergarten Space |, ~ 68
1206  Mathematics Laboratory - ) 68"
’ 1207 Media-Based Instructional Laboratory ) 68
* 1208  Music Space ‘ ) 68
1209  Planetarium’ . 68
1210  Science Laboratory : . 69
’ 1211 Special Kpstructional Spacé for . .
. Exceptional Children 69 -
1212 Computer/Data-Processing Space e
\ (Instructional) T 69
= 1213 Darkroom (Instructional) . 69
1214 Motion Picture Studio (Instructional) - L 69
1215 Radio Station (Instructional) ° 69
1216  Sound Studio (Instructional) 0. ¥
. 1217 Telgvision Studio (Instructional) . 69
y RN 1299  Other Special Instructional Space - 69
©o ) . 1300 Learning Resources Space ~ 69
s 1400 Multiple-Purpose Space . 69
1410 / Auditorium N . 69
- 1420 . Cafeteria . e 10
‘ 1430 , Cafetorium . 70
1440 Gymnatorium . 70 .
1490  Other Multiple-Purpose Space 70
1500 Support Space . 70
. 1501 Computer/Data-Processing Space 70
. : 1502  Conference-Room 70
: : 1503 Darkroom ‘ . 70
N : 1504 * Equipment Room ) Jo .
) - 1505 - Health-Care Space ’ 70
1506  Maintenance and Repair Shop \ 70° ,
1507  Motion Picture Studio o 70 )
1508  Office ' 70 )
3 X 1509  Projection Room ’ -71
1510 , Radio Studio 7 N v
1511 Residential Space 71
1512 "Sound Stadio . 71
* 1513 __Storage Space 71 .
1514 Television Studio ' B 71
. . ] 1515 Vehicle-Storage Spice 71.
- - 1580 General Support Space - 71
i ) 1590  Other Support Space .7
. 1900  Other Assignable Space "7
2000 NONASSIGNABLE SPACE C ' 71
. 2100  Circulation Space . 71
‘ © 2200 Custodial Space ) 71
. 2300 Mechanical Space 71
o .o 2400 °~ Structural Space - 3 . 71
F MC . 2900  Other I.‘Jonassignable Space . \ 72

J .




CLASSIFICATION OF PROPERTY DATA

v *a

Reference Data-Item Name;

number Data-Entry Code and Name L
- -

305 STUDENT CAPACITY OF A SPACE

306 ~ NUMBER OF FIXED STUDENT STATIONS '

»

307  WALL FLEXIBILITY
PERMANENT, LOAD-BEARING
PERMANENT, NONBEARING
‘DEMOUNTABLE WALL
OPERABLE WALL
CURTAIN OR DRAPE
.QTHER PHYSICAL BOUNDARY
‘“IMAGINARY BOUNDARY
308 TYPE OF WALL FINISH
~ 0l »» PLASTER -~ . o
) 02 CONCRETEBLOCK - * ,

. 03 BRICK.
04 CERAMIC TILE . (v\
. . 05. WOOD
‘ 7 06 METAL _ +
' 07 FIBER BOARD
_ 08 PLASTIC |
« " - 09 CHALKBOARD: *
: ~ 10 GYP BOARD, PAINTED  ~~—_,
: Il  GYPBOARD, VINYL COATED

. 12 GLASS
3 ° CORK

%
NoVE WL —

<

99 OTHER E . .

309 FLOOR FINISH

e v} €ONCRETE o

I N wWOoOD 7,
' RESILIENT TILE

+ -CERAMI E

" TERRAZZO .

, LINOLEUM
" MARBLE &
OTHER
310 CEILING FINISH
, .1 PLASTER ‘
2 ACOUSTICAL PPASTER
3 . ACOUSTICAL TILE OR-PANELS
4 . MASONRY
5  WOOD
6 METAL - -
7  FIBER BOARD - ..
8  PLASTIC ¢ .
"9
E
1
2
3
9

O 00NNV AW

OTHER _

OF LIGHTING .
INCANDESCENT
FLUORESCENT-
MEREURY .
,OTHER .,

/ . N

311 . TYP

CARPET SR

a@ ,, 73

Definition

page number

72

B Y
-1

72

- g

72

32
72
i ?)
72

ND
ND
»

ND
ND

__ND"

- ND
ND
ND

. ND .
s . ND-

=~ ND
ND
ND

“ @ 73

ND’

- v ND

<~ . ND=

- 13
NP
ND,
‘ N

ND -

ND
ND

73.

ND
ND

ND

x~, N
)
- ND

* .

o ND -
ND "
73 -

ND
ND
ND

V.

o

a8 "




PROPERTY ACCOUNTING

Déf_inition
page number

Reference
numbcr

Data-Item Name;
Data-Entry~Code and Name”

' 300 Series: SPACES (within buildings)-—Continued
.~ INFORMATION ON ADJUNCTS —

312 TYPE OF ADJ{JNCT
I STORAGE ROOM - (
2 PRIVATE TOILET/BATHROOM
3  SUPPORT ROOM
4  GENERAL PURPOSE ADJUNCT
9  OTHER ADJUNCT, -

313 - FLOOR AREA OF ADJUNCT

400 Series: EQUIPMENT

— EOUIPMENT IDENTIFICATION —

-

401 EQUIPMENT-TAG NUMBER

402

403 EQUIPMENT TYPE .
INSTRUCTIONAL EQUIPMENT

1000

1100
1110

- 1120

1130

1140

1150

1160

1170

1180

1190

1210
1220
1230
1240
1250

EQUIPMENT INVENTORY NUMBER

~

' N\,
— GENERAL DESCRIPTIVE INFORMATION ~

Instructional Device

Audio Device ~ =

_Computer Device

Graphics and Graphics Repfoduction Device
Electronic Display Device i
Photographic Device ) S
Projected and Magnified Display Device
Physical Display Device
Subjéct-Matter-Related Device

1181
1182
1183
1184
1185

1186

1187
1188
1189

Art Equipment .

Business Equipment ,
Driver Education Equipment
Homemaking Equipment

Industrial Arts Equipment

Music Equipment

Physical Education Equnptqent
Scientific Laboratory Equipment
Other Subject-Matter-Related Device

Other Instructional Device
Recorded Instructional Materials

Audiorecording Materials
Computer Materials
Electronic Display Materials

* Projected and Magnified Materials
_Printed/Pictorial Mat_erials

~ o

41

76"
77
77
77
77

ND
77
77
77.

7, *
78
78
78
78
78
78

.78
8
78
78
78
78
78
79/&
79
79+

7




¥

CLA\‘S'SIFICATION OF PROPERTY DATA ' 37

.. » " kz.N..\__’—---/
Reference Data-Item Name; J . Definition
number Data-Entry Code and Name page number
1260 Three—Dxmensnonal Materials ) 79
d 1270  Multimedia Kits . ' . 79
1290 Other Recorded Instructional Materials 79
1900 Other Instructional Equlpment : 79 .
2000 ¢ OTHER EQUIPMENT ' " 79
2100 Furniture ) 79
A 2200  Machinery ahd Apparatus . 79
2210  Hand Tools . 80 .
2220 Bench, Desk, or Floor Machinery (Office) 80
2230 Bench, Desk, or Floor Machinery (Nonoffice) . 80
\m 2240  Heavy Construction Machinery 80
2300  Vehicles \ 80
o o 2900  Other : . \\ ND
404 DESCRIPTION OF EQUIPMENT X 80
405 EQUIPMENT MOBILITY ' \ 81
. . 1  BUILT-IN EQUIPMENT (BUILDING) 81
T ) (/ 2 BUILT-IN EQUIPMENT (SITE) - 81
. MOVABLE EQUIPMENT . 81
406 SERIAL NUMBER & 81
407 VENDOR NAME OR NUMBER - ‘ "% 81
408 MANUFACTURER NAME OR NUMBER ' 81
409 MAKE OR BRAND 81
410  MODEL NUMBER . ’ 81
411 ~ OWNERSHIP OF EQUIPMENT ! : 81
' 1  LEA-OWNED > - 81
2 MUNICIPALLY OWNED - 81
3 AUTHOQRITY-OWNED . 81
4  OTHER PUBLIC OWNERSHIP : 81
5 NONPUBLICLY OWNED - 81
% 6 SHARED OWNERS}HP g1 "
: 9  OTHER : , . ND
412° PHYSICAL LOCATION OF EQUIPMENT / 81
413 ORGANIZATIONAL RESPONSIBILITY FOR EQUIPMENT / 81
".414 RESPONSIBLE INDIVIDUAL , 82
'— EQUIPMENT ACQUISITION AND COST INFORMATION —
415 NEW OR USED AT TIME OF ACQUISITION = . 82 \‘/
1 NEW K ND
: 2  USED,SURPLUS . ‘ , 82
3 USED, NONSURPLUS . ‘ .82
. 416 METHOD OF EQUIPMENT ACQUISITION 82
i 1 PURCHASE . . 82
3 2 LEASE (RENT) . ; . ) 82
_ - 3 LOAN . 82
y 4  GIFT o 82
- * 5 EXCHANGE 82
Q 6 BOUNDARY CHANGE . 4 2 82

e » A -




38

Reference
number

{

PROPERTY, ACCOUNTING

[ ]

Data-Item Name;
Data-Entry Code and Name

400 Series: EQUIPM ENT—Contimied

417 -

418
419
420
421.
422
423

424
425
426
427
428
439

430
431

4

433,
434

435

" 436

\\

7  CONSTRUCTION BY LEA PERSONNEL
9 OTHER . ‘
DATE OF EQUIPMENT ACQUISITION ; -
COST OF EQUIPMENT ACQLJISITION
ANNUAL COST OF Etygam LEASE '
TERM OF EQUIPMENYLEASE
SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION

.NUMBER OF UNITS (EQUIPMENT UNDER GROUP CONTROL) .

UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL)
1 SINGLE ITEM

2 PAIRS . -
3  SETS ;
4 KITS

AVERAGE UNIT COST (EQUIPMENT UNDER GROUP CONTROL)
EXPECTED USEFUL LIFE OF EQUIPMENT
DEPRECIATION METHOD
BOOK VALUE OF EQUIPMENT
MARKET VALUE OF EQUIPMENT
METHOD OF ESTIMATING MARKET VALUE
1  APPRAISAL
2  SALE PRICE £,
3  OFFER TO PURGHASE
9  OTHER
REPLACEMENT €OST OF EQUIPMENT r
METHOD OF ESTIMATING REPLACEMENT COST
1  BID OR QUOTE
9 OTHER -
INSURED VALUE OF EQUIPMENT :
\ X <

— EQUIPMENT REPAIR AND MAINTENANCE INFORMATION —

AS

CONDITION OF EQUIPMENT
MAINTENANCE SCHEDULE

1 ANNUALLY _ .

2 . QUARTERLY :
.3 MONTHLY .

4  WEEKLY
5  AFTER EACH USE °

-9 OTHER

EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE

.WORK PERFORMED ) »
1~ REPAIR
2 REBUILD . ‘

. 3 MODIFICATION

4  MAINTENANCE- ,4 3

9 ‘OTHER

.DATE EQUIPMEN"' REPAIR OR MAIN']'ENANCE WORK COMPLETED

.

.

Definition

82
ND -
82™
82
82
82
83
83

83
ND'
ND

“ND
ND
83
83 .
83.
83
* 83
83
83
83
83
ND
.83
83
.83
ND
83

84 -

ND
. ND
ND
ND
ND
ND

8

RN

84

84

P g
2

page number
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CLAS_S]FICATION OF PROP_EBTY DATA

Reference Data-ltem Name; Teo . . ‘Definition *
number Data-Entry Code and Name ‘ . . . .+ page numbex;

437- COST OF EQUIPMENT REPAIR OR MAINTENANCE.WORK 84

438  EQUIPMENT WARRANTY EXPIRATION DATE 84
. — DISPOSITION OF EQUIPMENT — . f:

439 REASON FOR EQUIPMENT DISPOSITION (e 84

1" TECHNICAL OBSOLESCENCE . : 84 "

2 NO LONGER SERVICEABLE . - 84

3 *NOT COST EFFECTIVE - 84°

. 4 THEFT OR VANDALISM (\ 84

S  CASUALTY LOSS 84

.6  END OF LEASE : , : 84

' 7 LOANRECALLED ' . . 85

8§ NO LONGER NEEDED BY LEA ND

» 9 VOTHER ND

440 - DATE OF EQUIPMENT DISPOSITION 85

441 ‘'METHOD OF EQUIPMENT DISPOSITION : 85

1 SALE , . 85

2  LOSS BY THEFT -. A 85

3  GIFT - : . C 85

4 RETURNED TO LENDER OR LESSOR 85

S  SCRAPPED . 85

6 TRADE-IN . . : 85

© 9 . OTHER : ND

442  NET Pnocssos FROM EQUIPMENT DISPOSITION 85

443 RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCEEDS .8

.



DEFINITIONS OF .

R

erty-data items presented in chapter 4. A descrip-
tion of the classification and numbering system for
these terms is presented in the introductory section
of chapter 4, p. 21. . .

Some of the data items-and definitions in this

. chapter are also dealt with in chapter 6, MEA-
SURES RELATING TO SCHOOL PROPERTY.
Such data items relate to units of measure, such as
cost, capacity, and floor area. The definitions in

these terms, and the additional information in
chapter 6 should aid in more precisely defining
these terms for data-collection purposes. All defini-
tions in this chapter that are supplemented in
chapter 6 are notg by the parentheti?l expression
*(See p. 060 in ci§pter 6).”

>

Reference

100 Series: SITES

. txon

. Chapter 5

OPERTY DATA

- . This chapter contains the definitions of the prop- |

chapter 5 should provide a basic, understanding of " to time, inclusion of the data-collection date may be

Name and Definition of Data Items a;ld' 'I‘Zntry Codes

— SITE IDENTIFICA TION — .-

100 SERIES: SITES . : .
A site is a piece of land and all improvements! to
it other than buildings.2 -
The following set of data ltems are designed so
that data on each site addition can be recorded
separately from data on thegoriginal site and other
site additions, if so desired. Also, the followingdata .
items will accommodate information on sites
owned, leased, controlled, or otherwise used by
LEA’s. .
W hen recording data that may change fromtime

useful. Users can then determine the timeliness of
the data. (See items 108 and 127 for examples of
such data.) N

tData item 129 on p.46'provides a definition of “site improve-
ments.”
Definition of a “building” is on p.38§..:

’
¢

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

s > .

¢

102 SITE ADDITION NUMBER A numerical designation ldentlfymg a snte as either an origi-
nal site or an addition to a site. Site additions are numbered in the order they are acquired.

v

N

¢ P

Y .
. 101  SITE NUMBER — A humerical desngnatlon of a site.
“The following codes are suggested:
0  ORIGINAL .
1 FIRST ADDITION
2  SECOND ADDITION
: (ETC.) ) ,
103  SITE NAME — Name of site, if any.
‘ 104

SITE LOCATION The street address of a site or the best avallable description of its loca-

LY

) . N : . ’ 4}
c | 45
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42 \ _ PROPERTY ACCOUNTING
Reference
A nufnber Data-ltem Name and Definition; Data Entry Code, Name, and Defmmon
1100 %es: SITES — Continued 7 &

— GENERAL DESCRIPTIVE INFORMATION = °
. ‘. M ;;:L .
105  AREA OF SITE — The total number of developed and undeveloped acres (hectares) in a
site to.the nearest tenth, including areas occupied by buildings, walks, drives, parking facili-
ties, and other improvements'to site. If a school uses more than one piece of land, the area
< may be &he sum of the acres in the several pieces, or a separate record may be created for

_ each piece. <

106 OWNERSHIP OF SITE — A des/gnatxon of the agency or bther entity ownmg the site. The
following codes are suggested:

o 1 LEA-OWNED — owned by the LEA or under its control through a contract to
' purchase. = \
"2 'MUNICIPALLY OWNED — owned by a municipal unit of government (not the
’ unit operating the schools) and used for LEA purposes.

3 AUTHORITY-OWNED — owned by a public school housing authonty, used for
N LEA purposes,

4 OTHER PUBLIC OWNERSHIP — owned by a county, State, Federal, or other
governmental agency and used for LEA purposes.
“5 NONPUBLICLY OWNED — other than publicly owned and used by an LEA or
. under its Junsdlctlon for LEA purposes.
6 SHARED OWNERSHIP — owned by two or rhore agencies, public or private.
. 9 OTHER P
. 107 SPECIAL DEED RESTRICTIONS — A bnef summary of any reversion clause conditions
. given in the deed, or of any other special restrictions on use of the site.
108 PRINCIPAL USE OF SITE — The primary purpose for which a site is currently used,
whether improved or vacant. The following codes are suggested: |
, 1 EDUCATION — used primarily for mstructlonal purposes, or purposes whith
D y  support the instruction function. ° ,

2 COMMUNITY SERVICES — used pnmanly for nonmstrchQ.)al services pro-
. " vided by the LEA to the community, such as recreatlon or health services.

3 INVESTM’NT3 — held ananly in anticipation of gain from a future sale; or
rented or leased.
4. NOT IN USE — used neither by the LEA.nor any other ed ucation agency or‘com-
: N ’ , munity organization and not held for investment purposes (see data entry 3 above).
9 OTHER . é
+ 109 CAPACITY OF PAVED PARKI AREAS ON SITE — The total number of vehicles -
that can be parked on all paved parking areas on the site inder normal conditions (without
crowding and allowing for normal access and egress). Capacity should be determined based

-on the type of vehicle normally parkeé in each paved area (auto, bus, etc.). Parking areason .
strcets should not be counted. ’

110  CAPACITY OF UNPAVED PARKING AREAS ON SITE — The total number of vehicles
that can be parked on all unpaved parking areas on the site under normal conditions (with-

T
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DEFINITIONS OF PROPERTY DATA * / ' ' 4
o -
Reference - - ,
number V Data-Item Name and Definition; Data-Entry Code, Name, and Definition’
> .

out crowding and all0wmg norn( 1 access and egress). Capacity should be determined based
on the type f vehicle normally parked in each unpaved area (auto, bus, etc.). Parkmg areas
on streets or roads should riot be counted:

\*} 111 CAPACITY OF AVAILABLE PARKING AREAS OFF SITE — The estimated total num-

ber of vehicles (typically automobiles) that can be parked in areas not owned, leased, rented, )
or otherwise controlled by the LEA, but are parked near this site and are available to LEA '
students or employees. Par?xng area$s on streetsshould not be counted.

112 EASEMENTS — A description of the type of easements that affect a site, including agree-

ments allowmg other parties to use LEA sites and agreements allowing the LEA to u,\he
sites of others.

) . ‘

. £
— STRUC TURES\AND SPECIAL AREAS 01?/ SITE — ‘

NOTE — Data items 113 through 115 apply to each separate zype of structure or special area. For exam-
ple, should a site contain two baseball fields, it is possible to account for both with one set of entries: data
item 113 would be 02 Baseball Field, data item 114 would ke 2 (for two fields), data item 115 would show
the participant capacity of the two fields, and data item 116 would show the combined seating wpacny
of the two fields, if any. Itis also possible to account for each baseball field separately by cordpletmg data

items 113, 115, and 116 twice, once for each field. (Data item 114 would be unnecéssary in this case, since
it would always be * ‘one.”) .

-~

113 TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL AREA ON SITE —
Any structure other than a building or part of a building (buildings are accounted for in the
200. Series); any area requiring special design, arrangements, or constructiorr for the pur-
pose for which it is used; or, any area whose use is limited by unique features or characteris-
tics that can be used for educational, recreational, or community purposes and is located on
a site owned, leased, rented, or otherwise controlled by the LEA. The purpose of this data
item is to classify structures and areas according to design or physical characteristics, not
according to current use. Thus, an open field used for occasional football games would not
be recorded as 01 Football Field, but either as 04 Multipurpose Field or 22 Unpaved Play-
ground. Or, it might not be recorded as a special area at all if it is not used very often. - -

Below are listed some 'of the more common structures and special areas. The accompanying
codes are suggested: <

01 FOOTBALL FIELD — an area constructed exclusnvely for football.
02 BASEBALL FIELD — an area constructed exclusively for baseball.
" 03 SOCCER FIELD — an area constructed exclusively fop'sdccer.

04 MULTIPURPOSE FIELD — an area constructed to a/ commodate two or more
, activities, such as those in data entries 01-03.

, 11 ' BASKETBALL COURT — an area-constructed excluslvely for basketball v
- o VOLLEYBALL COURT — an area constructed exclusively for volleyball

13 TENNIS COURT — an area constructed exclusively for tennis. -
14 HANDBALL COURT — a structure constructed exclusively for handball.

15 MULTIPURPOSE COURT — a strugture constructed to serve alternately twoor
more activities, such as those in data entries 11-14.

21 PAVED PLAYGROUND — a paved area not designed for specific court games(asv
in data entries 11-14) but meant for individual or group-play activities. .o }

-

ji. 47 -
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44 ~ ' o PROPERTY ACCOUNTING

. » Reference - r . .
< number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

100 'Series:' SITES — Continued

y
o

22 UNPAVED PLAYGROUND — an unpaved area used primarily during school

" hours for recess or play periods. It is usually smaller than a multipurpose field
N (04), accommodating small group activities such as kickball, dodgeball, or tag,
’ rather than.team sports requrrmg more space such as football or softball.

) 23 PRESCHOOL P GROUND. — an area constructed especially for pyeschool-
‘ aged children. Such areas are typically fenced and contain play eql;rpment
suitable for’preschool children. .

of the sports activities associated with track and field, such as foot racing, high:
jumping, pole vaulting, longjumping, and discus and javelin throwing.
32 RUNNING TRACK — an area arranged or constructed to accommodate foot
‘ ) racing, jogging, or other,running activities; this area is not constructed to ac-
commodate the othgr_pectivities associated with track and field events.

) 33 OBSTACLE COURSE — an area, ustally consisting\of several special structures,
. items of ejuipment, and/or special site features (hills, streams), constructed for

the purpose of exerciy‘through a number of running, jumping, climbing, and
similar activities.

34 ARCHERY RANGE — an area construc'ted forj archery activities.
. \ 35 RIFLE/SHOOTING RANGE — an area constructed for the firing of firearms.
. . 36 | SWIMMING POOL — a structure constructed for swimming and diving
. . activities. hd ,
. 37 WADING POOL — a structyre construc'ted for wading activities, usually for
small children.
/ 38 DRIVER TRAINING R — an area designed for driver training and/or
. . testing.

39 ICE RINK — an area constrpfted for ice skating.

s

41 ©° OUTDOOR CLASSROOM — an area or structure (excluding buildings) theg
., can accommodate instruction activities in a classroom format; examples of such
instructional activities are art activities or nature/ecology activities.

4 CAMPSITE — an area designed for camping activities.
: ’ 43 AGRlCULTURAL AREA — a designated area for growing food or learmng
*about other agricultural activities. :

< 44 ANIMAL HUSBANDRY AREA — an area containing certain structures or

* equipment pertaining to animal husbandry, including pastures, stock pens, or

other enclosures other than buildings. .

45  HORTICULTURE/ARBORICULTURE AREA — rea designed to grow or
display variqus species of plants and trees forvedﬁcatio | purposes.

) 99  OTHERSTRUCTURE OR SPECIAL AREA — ah‘y strfieture or special area not
given above.

of structures or special areas of the type.indicated ip data item 113 and on this site. This
data item may be eliminated from the site record if each individual structure or special area
is recorded separately (see NOTE preceding data item 113 for an explanation of this).

RICT - g

31 'TRACK AND FIELD AREA — an area constructed to accommodate most or all .

114  NUMBER OF STRUCTURES OR SPECIAL AR EAS OF A GIVEN TYPE — The number '

”~
AY

d

s
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. Reference - - .« v » '
- number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

ﬂ - ’ 1 l§ PARTICIPANT-CAPACITY OF STR CTURE(S) OR SPECIAL AREA(S) — The num-

- ber of individuals who €an use this str cture or special area at one time, under normal con-
. ditions. Where spectators may be involved, especially imr athletic events, exclude spectator

;_‘ ~ capacity and record itin data rtem 114. .
. 116 SPECTATOR CAPACITY OF STR CTURE(S) OR SPECIAL AREA(S) —The number
L of individuals who can be accommodated in a normal fashion for the purpose of watching
T event or activity taking place withi this structure or specral area. This will typlcally apply
to those structures.or specihl areas in Ived with sports. /
: — STRUCTURES OR SPECIAL AREAS OFF SITE — ‘
- [
. NOTE — Data items 117 through 120 apply to strl,lctures (excludrng buildings) or specral dreas that are
used by the LEA for educational, recreational, or community purposes; but are on a site that is not owned,
" leased, rented, or otherwise controlled by the LEA ‘(suoh as the tennis courts in a clty-owned park or the
_football field at a neighboring college). Information about such structures or special areas should be
i . recorded along with the infoymation about the site to whlch they are most directly assocrated or from
¥ which they ar¢smost often used. Such.information should be recorded only once.

© «117  TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR S{ECIALAREABOFF SITE =
x Any structure othér than a Huilding or part of a biilding (buildings are accounted for in the
200 Series); any area requiripg special design, arrangements, or construction for the purpose
for which it is used; or, any drea which is limited in use by unique feature? or chafacteristics,
« which is not located on a site owned, leased, rented, or otherwise contrplled by the LEA. .
The purpose of this data is to classify structures and areas according toﬁjeslgn or physical
characteristics, not %ccordmg to current %Thus an open field used {8 occasional foot-
ball games would not be recorded as 01 Fdotball Field, but rather as 04 Multlpurpose Field
or 22 Unpaved Playground Or, it might not be recorded as a speclal area at all if it is not
used very often.

The same codes and deﬁmtrons presented in data item 113 may be used here s
118 NUMBER OF STRUCTURES OR SPECIAL AREAS OF AGIVEN TYPE Seethedeﬁ-

N 119  PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) — See defmr-
o - tion for data item 115. ‘

J120 SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) — See the defi-
? nition for data item ll6..

(9 .

* »
—-’SITE ACQUISITION-AND COST INFORMATION —

S

<« 121, METHOD OF SITE ACQUISITION — The means by which a srtepr site addition was ob-
, tained for use by an LEA. The following codes are spggested: N

] PURCHASE — obtained in exchange for cash or other valuable consrderatron
except property. .

T2 LEASEYRENT) — ‘obtained from the owner for a ﬁxed period of time in consider-
2 ation for periodic cash ‘payments. Lease/ purchase is mcluded here until purchase =
. s complete o

"3 LOAN — obtarned for temporary .use, either at no cost or for a token am&mt..
o 4  GIFT — obtained permanently without. compensat(n'(

SR w49 S

- =

nition for data item 114, . | g
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A .. ~ .
Reference . b ]
number Data-Item Name and Def' mt\on, Data-Entry.Code, Name, and Definition !

100 Senes SITES — Contmued

. . .5 PROPERTY EXCHANGE — traded for another site or item of property.

6 BOUNDARY CHANGE — appropnatron ofa site through theexpanston of LEA
boundaries, mcludmg annexatlon, consolrdatlong or reorgamzatlon

a

9  OTHER o e

122 " DATE'OF SITE ACQUISITION *The date a site or site addition was obtained by the LEA,
. exprcssed in month—day-year fashion. For leased or rented property, the date is that on which
the lease or rent began.
123 COST OF SITE ACQUISITION — The original purchase phce paid by the LEA for land
_and all improvements to the land existing at the time of purchasé; plus all costs related to
acquiring title to thé site. (See Cost-of Site Acquisition in chapter 6, p. 93))

124 ANNUAL COST OF SITE LEASE — The total lease cost orrent, in dollars, for a |2-month

period.
125 TERM OF SITE LEASE — The peried fdr which a lease is in force, expressed in gears,
) ' months, or a combination of both. -

126 SOURCE OF FUNDS FOR SITE ACQUISITION — The age{rcy, governmental or other-
wise, which appropfiated the money used to acquire, lease, qr rent a site. This dataitem
should be compatlble with the source of funds dimension used in the LENs financjal ae-
counting system. There may be more than one source of funds for a given a uls,mon

127 MARKET VALUE OF SITE — The appralsed or,estlmatedwfor whidh a Slté’clﬂ."

rently could be sold. A recent purchase -or sale. price- of a srmllar item would;;,eﬁ good1 q

N\

“a

approximation. o .

128 METHOD OF ESTIMATING MARKET VALUE The rqeans by which a cl.lrrent marlE{w
value is es,glbllshed “The following codes are sugg{ted e .

1, APPRAISAL — a judgment of value bya’ pel:son'tramed or expenenced in dett:rs ‘a '
mining property values. . ’
y 2'. SAL’E PRICE — the price at whrch a srmilar sife was sold.
- & EX . OFFER '[0 PURCHASE — a legal dgcument representihg an offer to purchase
oL Ws t}}e R : : N ’
S ﬁ 6THER~ - Nee N

’ e e --SIJEIMPROVEMENTINFORMATJON- LT o

) [

il

.

NOTE — Data items | 1,30 am%l 31 apply to each separatesite lmproyement added to a site after the
site was acquired b the LEA All three dafa items should be completed for each such site improvement
that significantly alyers th&%itc, S srgmﬁcant cost to the LEA, or causes any of the data in the property
accounting system to chﬁngé / Z\Dr ? oo, .

This section also may be used to r

acquired, and to record mformatron
T . site lmprovements) » -

« 129 NATURE OF SITE IMPROVEMENT — A description of‘the type of i rmptovemsnt -made to )
a sife or site"addition. In)provements consist of work performed upon the sité and its ?2)&-

) cent ways after acq@?’ﬁ(o ;by the LEA, includjng grading, landscaping, seeding, and p:
I . . ing of shrubs and tr Constructing new sidewalks, roadways, overpasses, retaining walls,

» * ~9 g . co ‘ . ,

’ 4 - "'.‘\»
v

d lnformatron on lmprovements present at the time the site was
§ LEA-fmanced improvements t6 sites not owned by the LEA (off
3

1) . o . ’



,"  DEFINITIONS OF PROPERTY DATA )

Reference ’ M
, number Data-Item Name and Definition; Data-Entry Code, Name, and Definition
sewers, and storm drains; installing , water mains, field hydrants'and sprinkling systems,
and outdoor drinking fountains; original surfacing and soil treatment of athletic fields and .
tennis courts; furnishing and mstallmg Tor the first time playground or playing-field ap-~
paratus built into the grounds, flagpoles, gateways, fences, 4nd underground storage tanks
that are not parts of l/n/x/lldmg service systems; and demolition work.

Excavation, fill, orfackﬁll necessary for construction of building are not site improvement
Outdoor service systems serving the site are site improvements. Outdoor or undergrounii
. parts of building service systems, suchvas tanks, water mains, sewer mains, and electrical
pales and lines, are not recorded as site improvements, but rather as part of the build'mé.
Off site improvements necessitated by improvements made on the site, such as installing
Aewer lines and building roads, should be recorded as site improvements. v ¢

All structures and many of the special areas classified in data item 113 fall within the defini- .
tion of 4 site improvement. As each such structure or special area is added to a site, it should ;

be recorded in data items 113 through 116, and the relevant cost data should be recorded in

data items 129 through 131. '

-

° 130 DATE OF SITE IMPROVEMENT — The date, in month-day-year form, on which an im-
provement to 2 site was completed or work was permanentl; discontinued. -

131 COSTOF SITE IMPROVEMENT — The cost, in dollars, of an improvement made to a site.
Assessments for site improvements made by other governmental units are mcluded (See
Cost of Site Improvement in chapter 6, p. 93.) .

The cost of off site improvements necessitated by lmprovements made on the site, such as
installing sewer lines and building reads, can be recorded here. They should be identified as
off site lmprovements in data item 129 Nature of Site Improvement.

— SITE MAINT, ENANCE INFORMA T]dv -

NOTE — In addition to recording maintenance information, the following three data items may also be
used to record information on such activities as soil samples, topographlc surveys, and boundalg surveys,
whenever such activities are not directly associated with the design and construction of a building.

132 EXPLANATION OF SITE MAINTENANCEE)R OTHER WORK PéRFORM ED — The
type of work performed on a site, other than site improvements or work done on a building.

133 DATE SITE MAINTENANCE OR OTHER WORK COMPLETED — The date on which
site maintenance work was completed, in month-day-year form.

134 COST OF SITE MAINTENANCE OR OTHER WORK The cost of site maintenance or .
other work performed expresded i in dollars

— DISPOSITION OF SITE —

NOTE — Drspo,smon data are typlcally not part of active site files, but should be made part of historical
. site files.

o 135 AR EA OF SITE DISPOSED — The area of a site that has been disposed of by an LEA,

- . _ usually expressed in acres (hectares) to the nearest tenth or hundredth. ' \

136 REASON FOR SITE DISPOSITION — An explanation for the disposition of a site. The
following codes are suggested:

> I NOLONGER USEFUL. '~ :
Q 2 END OF' LEASE - termmatlon ‘of lease ag:eg.nent

J ;
. 4
v . 51 ' ) ) ' Ve s
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) PROPERTY ACCOUNTING
. . . . .
. Reference . ¢
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

.

100 Series: SITES — Continued

. 3 LOAN RECALLED — temporary‘use of site terminated
9 OTHER

137 DA'[E OF SITE DISPOSITION — The date on which the dlsposal of & site was completed
xpressed in month-day-year form.

138, METHOD OF SITE DISPOSITION — The means by Wthh a site is disposed. The follow-
mg codes are suggested

1 SALE — released for cash or other valuablé consideration. -
2 GIFT — released without receiving payment or other consideration.

3 RETURN TO LENDER OR LESSOR — released to the entity that oriéally
donated Jeased, or rented the site to the LEA. we

9 OTHER

139 NET PROCEEDS FROM SITE DISPOSITION The dollar value received from the dis-
posal of a site or part of a site. .

140 RECEIVING FUND FOR éITE DISPOSITION PROCEEDS — The fund into which
proceeds from disposal of a site are deposited. This data item shéuld be compatible with thé
source of funds dimension used in the LEA’s financial accounting system. There may be
.more than one,receiving fund for a given dlsposal transaction.

Other Potentlally Useful .Site-Related Data Items
= ,
The following list has been included as a source of idéas for developmg additional data 1tems for a site
information file. This list is not exhaustive; other possibilities exxst

L4 GRANTOR (former owner.of site) L .
TYPE OF DEED : .
DATE OF DEED
DATE DEED RECORDED
AGENCY WITH WHICH DEED IS RECORDED
DEED BOOK INFORMATION (book no., page no., entry no., etc.)
BOARD LEGISLATION RESOLUTION NUMBER (approving the acquisition)
DATE'OF BOARD RESOLUTION (approving the acqunsmon) . .
ZONING lNVgRMATION
ENVIRONMENTAL IMPACT STATEMENT  ~
\ ?
Structures connected by passageways .may be
counted as one building or 'more than one build-

-’

200 SERIES: BUILDINGS

A building is one continuous enclosed structure
that may or may not be connected with other
structures by passageways. It includes the struc-
ture itself, together with all plumbing, sanitary,
heating, ventilating, mechanical, and electrical
systems in the structure, and all built-in equlp-

' ment*

—_— o .
} “Built-in equipment is defined in chapter 7, p. 99.

-

ing, at the discretion of the LEA, except where law
or regulations set forth a specific requirement re-
garding the treatment of connected structures.

It is important to note that th s building
and school are not interchangeable as defined in
this handbook: a building is a structure, while a
school is an organizational concept. A school .
is a division of the LEA consisting of students
comprising one or more grade groups or other

r

i



DEFINITIONS OF PROPERTY DATA , \
identifiable groupg, organized for the purpose of
learning. A school may be housed in one or more
buildings; conversely, a building may house one
or more schools.

The following set of data items can be used to
record information on both existing buildings and
buildings under construction. Information on

49
. ;93-
from information on the main building, if so de-
sired. Also, the following data items will accom-
modate information on buildings owned, leased,
controlied, or otherwise used by the LEA’

When recording data that may charge from
time to time, it may be useful to also record the
date on which the data ‘Were collected. Users can
then determine how timely the data are.

building additions ‘can be recorded separately.
/'

. Reference
number Data-Item Name an¢Deﬁnrtron Data-Entry Code, Name, and Def'mmon

200 Series: BUILDINGS
— BUILDING IDENTIFICATION —

s

201 BUILDING NUMBER — A numerical designation of a building. - >

202 ° BUILDING ADDITION CODE — A numerical designation identifying a building as either
an original building or )addmon to a building. Building additions are numbered in the
order they are constructed. The following codes are suggested: A

0 ORIGINAL BUILDING -

1 FIRST ADDITION
N o 2 SECOND ADDlTlON etc. 3
' ’4—-\—‘_/ .(ETC ) Y
Yoo 203', BUILDH\‘G NAME — Name of building, 1f any. - . -

204 SCHOOL OR OTHER OPERATIONAL UNIT NAME — The name of the school or other
operatrondfumt within the LEA to which the building ‘belongs oris _assigned. An “operational
unit” is a division, department, or other subdivision of the LEA organization, such as the
Data-Processing Department or Maintenance Department. This applies not only to build-
ings owned by the LEA, but also to buildings leased, rented, or otherwise controlied by the
LEA. If a burldmg is assigned to two of more schools or to two or more operational umts

LI wrthrn a school, so indicate.
SCHOOL OR OTHER OPERATIONAL UNIT NUMBER A numerical desrgnatron of
- the school or other operational unit within the LEA to which the burldmg belongs or is as-
signed. See the discussion in data item 204.

206 BUILDING LOCATION — The street address of the building or best available descrrptxon
* vof its location. . -

— GENERAL DESCRIPTIVE INFORMA TION —_—

207  TYPE OF BUILDING DESIGN — The primary purpose or use for which a burldmg is
currentlss desrgned or physically arranged, as determinted by the size and configuration of
rooms or spaces within the building, types of mechanical and electrical systems, and types
of built-in equipment, regardless of the current use of the building.

"NOTE '— For more detailed mformatron on the design features of a building, information about spaces
(rooms) may ‘be used. See the 300 Series, p. 66.

o

The followmg codes are suggested: . * : " -

01 GENERAL EDUCATION BUILDING — canaccommodate instruction, mstruc-
tion-support, and administration functions at the same time. Accommodations

\ . " t

+ L
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T : Reference :{
) number Pata-Item Name and Definition; Data-Entry Codg, Name, andDefinition

200 Series: BUILDINGS*— Continued ¢ . , :

¥

A
for libraries, cafeterias, auditoriums,® gymnasrums and other siich service areas
may or may;not be available. Grade levels may be shown in dataitem210. | . .
02 INSTRUCTION BUILDING — can prlmanly'zﬁcommodate mstructlon/ learning
; . wctivities of any types. Instruction-support functidns may or may not be accom-
CoLt modated. Buildings that are designed_for both instruction and administration ’
N should be coded 01. Grade 1evels may beshown in data item 210. :
03 ADMINI’STRA?ION BUILDING — can prl}narrly accommodate ad ministrative
. . —— activities. Rooms are typically of ofﬁ%ﬁ’eg shape, "and arrangemer‘/
04 LEARNING RESOURCES BUILDING — can primarily accommodafé learn- |
ing resource services, havmg such features as space for the drsplay and storage
- - ’ of books, filngs, records, etc., and areas for reading, viewing, hstemng, and/or
study.
05 ATHLETIC B&LDI{VG — can prlmarlly accommodate athletic actrvrtres, in- ° S
. cluding st structures as free-standing gymnaslums, field houses/stadiums (the R
: - roofed and enclosed portions only), and enclosed tennis coyrts. '
‘ . 06 ° AUDITORIUM BUILDING — arranged in-a theater-like fashion, with a.stage
c or podium area as a focal point and seats, benches, or other fixed seating ac-
.t . commodations radiating outward toward the walls of the buildipg). .
10 FOOD SERVICE BUILDING = can primarily accommodate food service ac-
. - - tivities, including at least food preparation %?/ or storage. Accommotations
~ for eating purposes may or may not be avdila

1I' ~MECHANICALSERVICES BUILDING — can pnmarrly accommddate mecham- .
cal services, such as heating,-ceoling, or,water treatment. .

3 -
] 12 VEHICLE GARAGE - can primarily accommodate the storage ofvemcles and/ or - { !
' vehicle repair functions. - = . o

‘-

-~
>

-

- , - 13 / MAINTENANCE BUILD[U(; —can prrmarrly accommodate m ntenance serv-
/ ices other than to vehicles. This includes both movable and built-ik équipment as )
’ well as electrical, mect¥rmical, life safety, and environmental systems that are part oo
-of this or other burldmgs

. o 14 WAREHOUSE BUILDING —is arranged tosetrve prlmarlly asastorage burldmg .
forany type of material or equrpment except vehicles. For vehicle storage usedata .
. entry 12 Vehicle Garage. .

15 MULTIPURPOSE SUPPORT BUILDIN’G —can accommodate some tombina-
tion of services or functions, excluding instruction. R

Y -16 - DORMITORIES AND .OTHER GROUP LIVING QUARTERS —!can be uscd “")
. primarily as living quarters by a number of people, such as dormrtones apartment
R . houses, and duplex houses. > - \\

— 17,  SINGLEFAMILY DETACHED LIVING QD’KRTERS — can heused primarily | .

. o - for living quarters by no more than one family or a limited number of roorhmates. A -
™~ ) ’ },/ TFhis includes houses owned, leasedzrented, or otherwise controlled by the LEA.
) Condominium units and apartments are accounted for in dgta entry. 18 below
Duplexes.gre accounted for in ;réiata entry-16 above. .

18 SINGL RTMENTS AND CONDOMINIUMS — can be primarily used for
: living quarters by no more t'han one family ora llmlted number of roommates, but ~ )
ERIC :

- g TR
¢ - - . ! ~<7P , ,‘ ) 'v"'-

&
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Reference
number Data-Item Name and Definition; Data-Entry Code; Name, and Definition

is part of a larger building that is_not entirely owned, leased, or rented or other-
wise controlled by the LEA.

: \ In this.special case, the living quarters should be treated as a building. Enter all

18 in this data item will tell the user of the property accounting information that
this apartment or condominium is part of a larger bulldmgnot’fder the control
of the LEA.

98 SHELL BUILDING —abuilding wrthfew or nointerior walls or partitions, largely
unfinished on the interior, on which construction has been stopped, and for which
a patticular interior design or plan has not been developed Buildings under con-
. structlon should be accounted for according to th&r design use.
) . : 99  OTHER ‘
. 208 * PRINCIPAL USE OF BUILDING — The primary purpose for which a building is currently
used regardless of the design or physical arrangement of the building. \
NOTE — LEA’s and SEA’s that have an interest in categorizing building use (as opposed to building
design) sgd develop categories that suit their needs. Some LEA’s and SEA’s are interested in very gen-
eral info
information on space (room) usage to arrive at building use. For some agencies, \an indication of grade

lovels in the burldlng is sufficient (see data item 210), while, for oihers a detailed breakdown similar to the
design categories‘in data item-207 is useful . -

. ’ &£ .
This handbook sets forth a very general approach for categorizing building use. For additional ideas, some
LEA’s and SEA’s may wish to refer to'the classification of Functions in Handbook IIR (see appendix E for

full bibliographic lnformatlon) :

following codes are suggested:
1 " FULLY OCCUPIED — occupied by the LEA; little or no space availgble,

able for use. ,

(o 3' OCCUPIED—SCHEDULED FOR DISPOSAL OR RETIREMENT — partially
—or fully'occupied by the LEA, but scheduled for disposal, permanent retlrement or
.an extended period, out of sgrvice ‘within the coming year.

’ E

e A

l: KC SOwnership of buildings for investment purposes is legal in some States and not legal in others.

pertinent dat_a in all appropriate data items in the 200 Series. The use of data entry _

tion on building use (education, community use, investment, not in use), while others use

- i
The followmg codes are suggested: . - ‘
‘,, 1 EDUCATION —~ used primarily for instructional purposes, or purposes sup;;orting
. the instruction function. .
2 COMMUNITY SERVICES — used primarily for noninsgructional services the LEA
-~ ) ) provides to the commumty, such as recreation or health services. .
‘ e 3 INVESTMENTS - held prlmarlly in anticipation of gain from a future sale; or
) : rented or leased. ' ’
4 NOQT IN USE — used neither by the LEA nor any other education agency or com-
‘ munity organization and not held for investment.purposes.
'9 OTHER .
- . 209 AVAILABILITY OF BUILDING — The extent to which a building is avallable for use. The

2 .. PARTIALLY occu 'PIED — occupied by the LEA but additional space is avail- )

e
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" Reference ) . : )
number Data-Item-Name and Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS — Continued ' > -

4’ VACANT AVAlLABLE FOR USE — unoccupred but available for use by the
YLEA.

‘VACANT, NOT AVAlLA'BLE FOR USE — permanently retired, planned for dis-
p‘osal, condemned, or otherwise not available for use.

6 NOT AVAILABLE, LEASED OR RENTED — leased or rented to another party.
9  OTHER - : : i

+

210 GRADES IN BUILDING — A designation of the lowest and highest grades offered in build-
ing. A suggested method for representing grades K through 6 would be to record 00-06. Any
LEA, which desires more precise information on the grades offered in a building, may want to
list each grade housed. In any case, the following codes are suggested:
00 KINDERGARTEN
01 FIRST GRADE

4

e .
12. SENIOR YEAR (12TH GRADE) :
13 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE (13FH YEAR)
14 SOPHOMORE IN COMMUNITY/JUNIOR CﬁLLEGE (14TH YEAR) *

20 EARLY CHILDHOOD/PRESCHOOL LR

« +30  ADULT/COMMUNITY/CONTINUING EDUCATION
98 GRADED — no drstmctlon is made regarding grade level.
99 OT APPLICABLE — — building not used for instruction.

211 ~ STUDENT CAPACITY OF BUILDING '— The number of students that can be accommo-
datedin the building for the school day according to existing State-approved standards, exclu-
give of multiple sessions. Student capacity of a given building is dependent upon existing
standards or policies governing the yperatron of the school in question with respect to three
major elements; student; teacher ratios, organization of the school, and educational program
of the school. Once established, this figure’'should be changed only when the standards or
policies régulating the three elements are definitely changed or when there is a change affect-
ing student capacity as a result of additions to, or remodelmg of, a burldmg

—

212 OWNERSHJP OF BUILDING — A designation of the agency or other entity owning the
building. The following codes are suggested:

AN o LEA-OWNED — owned by the LEA or r ukider its contrbl throdgh acontract to pus-

chase.
. MUNlClPALI Y OWNED — owned by a muhicipal unit of government (not the
P . unit operating the schogls) and used for LEA purposes. .

AUTHORITY-OWNED — owned by a public school housing authonty, used for
LEA purposes. .
OTHER PUBLIC OWNERSHIP — owned by a count-y, State, Federal, or other
governmental agency and used for LEA purppses. .
NONPUBLICLY OWNED — other than publicly owned, and used by an LEA or
under its jurisdiction for LEA purposes. .
SHARED OWNERSHIP — owned, by two or more agencnes pubhc or pnvate

OTHER

26
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! Reference .
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition
. N \
K ,23 . «— BUILDING ACQUISITION AND COST INFORMATION — ..
213 . METHOD OF BUILDING ACQUISITION — The meaps by which a building was obtained
_for,use by an LEA. The following codes are suggested:
. i CONSTRUCTION (BY CONTRACTOR) — all or the greatest portipn of the
. building constructed by an outside contractor or contractors.
’ ° T2 CONSTRUCTION (BY LEA PERSONNEL) — all or the greatest portlon of the
- building constructed by LEA personnel. ‘;
3 PURCHASE — acquisition of an existing bulldmg in exchange for cash or other
. valuable consideration, except property.
. 4 LEASE (RENT) — obtained from the owner for a fixed period of time in consldera-
tion for periodic cash payments. Lease/purchase is included here until purchase is
complete. o " . .
5 LOAN — obtained for temporary use, either at no cost or for a token amount.
GIFT — obtained permanently without consideration.
7 PROPEﬁTY EXCHANGE — obtained in exchange for another building or 1tem
. of property. ‘
8 BOUNDARY CHANGE — appropriation of a building through expansion of LEA
{ boundaries, including annexation, consolidation, or reorganization.
9 OTHER
214  NAME OF GENERAL CONTRACTOR — The name of the general contracting firm that
. built the building, if a general contractor was involved.
Vd
215 DATE CONSTRUCTION STARTED — The date on which construction of the bulldlng was
' started, expressed in month-year form.
For older buildings and bulldmgs acqulred by the LEA after they were completed this date is
unimportant.
216 DATECONSTRUCTION COMPLETED — The dateon which the construction of the build-
. ing was completed and/or ready for occupancy, expressed in month-year form. Fér older
buildings or buildings acquired by the LEA after they were completed and/ or ready for occu-
T pancy, an estimate will suffice. e ! . )

217  COSTOF BUILDING ACQUISITION — The total cost to the LEA for acquiringa building, '
whether by construction, purchase, or other means. This includes cost of construction, cost
for architectural and engineering services, cost for legal services, cost for educatlonal con-
.sultative services, and certain miscellaneous building costs.

If desired, Cost of Building Acquisition can be separated into its cost components for record-

ing purposes. See chapter 6 for the following measures of cost: Cost of Building Acquisition,

. p. 91; Construction Cost of a Building, p. 90; Contract Cost of a Building, p. 90; Cost of

% Architectural and Engineering Services, p.”90; Cost of Educational Consultativq Services,
- p- 92;.Cost of Legal Services, p 92; Cost of Bulldmg, Miscellaneous, p. 91.

218. ANNUAL COST OF BUILDING LEASE The total lease cost or rent, in dollars, fora 12-
month period. , ~ .

.

219 TERM OF BUILDING LEASE — The peried for which a lease is in force, expressed inyears.y ’
Q months, or a combination of both, )
S S 57 ,

.~ .\ - . >
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Reference
number

200 Series: BUILDINGS —_— Contmued

220

v

221

222

223

- 224

225

226

227

228

229

230

PROPERTY ACCOUNTING

Data-Item Name and Defmmon, Data Entry Code, Name, and Defmmon
4

by the LEA, expressed in monthi-day-year form. I"or leased or rented buildings, thisis thedate
on which the.lease or rent began.

SOURCE OF.FUNDS FOR BUILDING ACQ.UIS,I)'ION The agency, govemmenial or
otherwxse, which appropriated the money used to acquire a building (construct, lease, rent,
etc.). This data item should be compatible with the source of funds dimension used in the
LEA'’s financial accountmg system. There may be more than one source of funds for a given
acquisition. . - v

EXPECTED USEFUL LIFE OF BUILDING — The'number of years a bujlding is expected
to fulfill its intended function. Useful life begins on the date of atqyisition (data item 220),

and is often used as the period over which depreciation is calculated.
DEPRECIATION METHOD — The method or fqrmula for calculating !
tion amount of a fixed asset. Straight-line isa common
less estimated salvage value, divided “by useful life, equals annual depreci

. DATE OF BUILDING ACQUISITION — The date on w;c}\:ulldmg was obtained for use

other methods may be Justlﬁed depending on the circumstances. -

BOOK VALUE OF BUILDING — The value of)he bulldmg‘as shown on the owning agency’s
books. This is usually original cost less'depreciation when depreciation be determined.

MARKET VALUE OF BUILDING The appraised or estimated dolla value for which the
building currently could be sold. This _primarily applies to felocatable bulldmgs A recent
purchase or sale pnce of a similar item would be a good approximation, .

METHOD OF ESTIMATING MARKET VALUE — The means by which Custent Market
Value is determined. The following codes are suggested:

1 APPRAISAL — a judgment of value by a person trained or experienced in deter-
mining property values.

2 SALE PRICE — the price at which a similar building was sold.
OFFER TO PURCHASE — a legal document representing an offer to purchase the

building. \
9 OTHER ' ' '
REPLACEMENT (@ ST OF BUILDING — The cost, at current prices, to replace a building,

including its built-in .
Cost of Replacement, Build_ings in chapter 6, p. 92)

MVETHOD OF ESTIMATING REPLACEMENT COST — The méans by which replacement
cost is determined. The following codes are suggested: -

I BID — bona fide quotation by a contractor.

2 APPRAISAL — a judgment by a person trained or experienced in determining
construction costs.

9 OTHER

INSURED VALUE OF BUILDING — The dollar amount for which the’bulldmg and bullt-m
equipment are insured. -

INSURED VALUE OF BUILDING CONTENTS The dollar amount for which the buitding
contents are insured.

-2

quipment with material and equipment of like kind and quality. (See ’
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Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Deﬁpition

— PHYSICAL CHARACTERISTICS OF BUILDING —

231  EXTERIOR WALLS — Construction materials that comprise all or most of the exterior walls.
Exterior walls are nonbearing and are‘attached to a lbad-bearing portion of the structural sys-
tem of the building. More than one data entry may, apply. The following codes are suggested

1 wOoOoD . -
. .2 . BRICK VENEER — building blocks or units typically made of ﬁred clay and set in

) i mortar or masonry ceftrent.
3 OTHER MASONRY — building blocks or units of material other than bnck such

as concrete or stone, and typically set in mortar or masonry cement.

. 4. METAL , . , .
‘* 5 . PANEL WALL — a nonbearing wall built between columns in skeleton construc-
e tion and wholly supported at each floor; also called curtain walls and usually made .
- of such materials as glass, gypsum, or plastics.
- . 6 . CONCRETE (POURED IN PLACE OR PRECAST)— a building unjt made from '

pourcd»or precast concrete, in the shape-f a slab rathet than a brick or block (con-
crete blocks fall under 3 Other Masonry)
*

8 NONE — bearing walls are also e)'ctenor walls. .
9., OTHER
232 'FLOOR FRAMING — Construction materials that form the framing of all or most floors. }

More than one data entry may apply. The following codes are suggested:

. 1 ~ WOOD FRAMING — wood joists supporting wood subfloor and a matched wood
B N finished floor.

. 2 CONCRETE ON GRADE — 'p_oured concrete.at ground level..

. 3_: WOOD ON STEEL — wood joists and subfloor supported by steel girders. /
i -4 CONCRETE SLAB ON STEEL FRAMING — poured concrete supported by steel © -
girders or framing. -,
. 5 CONCRETE SLAB ON CONCRETE FRAMING — poured concrete supported
. . by precast concrete girders or framing.

STEEL ON STEEL — steel plates or sheets sq‘pported"by steel girders or friming. -

9  OTHER . - ‘

233 FIXED INTERIOR WALLS (DIVISION WALLS) — anary co/nstruc on materials
used for the fixed interior walls More than one datawy apply. The following
codes are suggested:

1 WOOD FRAME

2 . MASONRY — building blocks or units of material such as brick, concrete, or stone, ‘
and typically set in mortar or masonry cement.

3 METAL . .
OTHER > .

99
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200 Series: BUILDINGS — Continued - ‘

234 ROOF FRANiING — Construction materials that are ﬁsed in the framing of the roof. The fol-
lowing codes are suggested: . )

- ’ y

. : 1. WOOD ; . ,
2 STEEL . - .
3  CONCRETE' . ‘ . : )
‘9 OTHER Y '

235 . ROOF DECK — That portion of the roof construction to which the roof covering or membrane
¥ - is applied and through which the loads on the roof are transmitted to the balance of the struc-
ture. The following codes are suggested: -

¢ ‘ . 1. WOOD

' 2 pTH ER COMBUSTIBLE MATERIALS — combustible material other than wood.

3 METAL - S ' ‘ \

4 OTHER NONCOMEUSTIBLE MATERIALS — noncombustible materials other
than metal. : : ) '

236 ROOF MEM!RANE _ Materials used to cover the roof deck. The following codes-are sug-
gested: ] ' ' ‘

|

TAR OR PITCH - .
TILE , '\_ ' s
. SLATE . ) ! . .
“METAL . '
PLASTIC e
WOOD SHINGLES . !
ASPHALT SHINGLES
ASBESTOS '
‘ OTHER - . s .
237  TYPE OF STRUCTURAL SYSTEM — The type of principal structure of the building that
. provides the support of the building. The following codes are suggested: ‘

I LOAD-BEARING WALLS — comprised completely or primarily of walls that are
re an integral portion of the building and without which the building would not stand; |
C ol such walls begin at the footings and support the floor(s) and/ or roof, as well as

iateral forces. '

O 00 AWV AW -

2 INFLATABLE — comprised of a flexible outer membrane supported byinternal air
pressure. '

9 OTHER

238 MATERIALS IN STRUCTURAL SYSTEM — The primary type of materials comprisingthe
structural system of the building. More than one data entry may apply. The following codes

are suggested: . ,
s ’ , 1 . STEEL — type of construction in which the load of the building is carried on a
SR - steel framework- ’
R . 2 CONCRETE - type ;ho struction in which the load of tHe building s carried ona
/ ' reinforced concrete skeleto% or framework.

. . L . »
O ‘ & BO )
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Reference ‘ .- .
- number Data-ltem Name and Definition; Data-Entry Code, Name, and’Definition

.

. 3 . LIGHT WOOD — type of constructioé in which the load of the building is carried
. ' on a framework of wood whose structural members are of - small dlmensums (e. g',
2X4’s). v . &
. ) 4. HEAVY WOOD —(ype of construction in which the load of the bulldmg is camed
on a framework of heavy wood beams either solid or laminated. }
C 9  OTHER ) -

239  MOBILITY OF BUILDING — The fol ing codes are suggested

1 PERMANENT (IMMOBIL UlelNG — a building designed for and con-
stMcted on a specific site and not intended to be moved.

2 RELOCATABLE BUILDING —a building designed and constructed so thatitcan
be disassembled and transported to another location, or transported to another loca-
tion without disassembling (self-propelled structures such as mdbile classrooms are
not movable buildings; they are classed as Vehicles and are accounted for in the
400 Series as equipment.)

240 GROSS FLOOR AREA OF BUILDING — The sum of the areas at each floor level included
within the pringipal outside faces of exterior walls, neglecting architectural setbacks or projec-
tions. Include all stories or areas having floor surfaces with ¢lear standing head room (6 feet
6 inches [1.98 meters] minimum) regardless of their use. Include mezzanines, balconies, and

*%  library stack floors only to the extent of their actual floor area; do hotinclude unenclosed areas
under the first floor. Where a ground level or intermediate story, or part thereof, is left unen-
closed, consider the gross area of the unenclosed story as the projected area of the story above.
Exclude all unroofed areas and unenclosed rgofed-over spaces. Unenclosed roofed areas that
have begen included in original cost contracts can be excluded on a computed or estimated
basis for the development of comparative data of gross building areas and costs. (See Area of
Building, Gross Floor, in chapter 6, p 87). «

B

NOTE-— Data items 241-245 deal with assignable'Spaces only. If an LEA wishesto establish data items at

’
of

the building level for nonassignable spaces, data item 304, Type of Space provides a suggested categonza-‘

tion for such space. See data item 304 (data entries 2100-2900) p. 71.

241 TOTAL ASSIGNABLE FLOOR AREA OF 'BUILDING — The total area in square feet
(square meters) of all space available for assignment to, or use by, building occupants to carry
out their functions and responsibilities. Assignable space consists of regular instructional
space, special instructional space, learning resources space, multiple-purpose space, support

J * _ space, and other assignable space, See data item 304 (data entries 1000, 1100, 1200, 1300,

+tion, custodial, mechanical, and structural spaces are considered nonassignahle spaces and -~

1400, 1500, and 1900) on p. 67 for definitions of these types of asslgnablgi'\‘k Circula-

. arevexcluded. See data item 304 (data entries 2000,2100, 2200, 2300, and 2400) o p. 71 for
definitions of these types of nonassignable spaces. See also the definition of Floor Area of a
Space in data item 302, p. 67.

242 TOTAL FLOOR AREA OF REGULAR |NSTRUCT|ONAL SPACE — The total area in

square feet (square meters) of all regular instructional space in a building, including any ad- .

" junct space opening into and serving regular instructional space. See ‘data item 304*(data
entry 1100) on p. 67 for the definition of Regular Instructional Space. See also the definition
of Floor Area of a Space in data item 302, p. 67.
. 3 . - L.
& American Standaid Methods of Determining Areas 1n School Buildings.” American Standards Association, Inc. (now known a:

the American Nationaj Standards Institute, Inc. (ANSI)) New York, g;')ioved August 4, 1958, p. Sand p. 7.

i
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200 Series: BUILD‘INGS — Continued

2

243

a

TOTAL FLOOR AREA OF SPE&:‘I;L INSTRUCTIONAL SPACE — The total area in
square feet (square meters) of all sfiecial instructional space in a building, including any
adjunct space opening into and serving special instructional space. See data item 304 (data
entry 1200) on p. 67 for the definition of Special Instructional Space. See also the definition
of Floor Area of a Space in data item 302, p. 67.

TOTALFLOOR AREA OF LEARNING RESOURCES SPACE — The total area in square
feet (square meters) of all learning resources space in a building, including any adjunct space
opening into and serving learning Tesources space. See data item 304 (data entry 1300) on
p. 69 for the definition of Learning Resources Space. See also the definition of Floor Area of
a Space in data item 302, p. 67.

TOTAL FLOOR AREA OF MULIIPLE -PURPOSE SPACE, SUPPORT SPACE, AND .
OTHER ASSIGNABLE SPACE — The total area in square feet (square meters) of all mul-
tiple-purpose space, support space, and other assignable space in a building, including any,
adjunct space opening into and serving such space. See data item 304 (data entry 1400) on
p. 69 for the definition of Multiple-Purpose Space, data item 304 (data entry 1500) on p. 70
for the deﬁnmon of Support Space, and data item 304 (data entry 1900) on p. 71 for the
definition of Other Assignable Space. See also the definmon of Floor Area of a Space in data,
item 302, p: 67.

NUMBER OF STORIES (FLOORS) — The number of stories in a building~4 story is de-
fined as a group of rooms on the same floor or level, or a floor consisting of one room, having®
clear standing head room of at least 6 feet 6, mches (1.98 meters) and whose floor is at or
above grade level along at least one entire side. “At or above grade level” means that if the
horizontal plane of the floor were to be extended on the side in question, no land within 20
feet (6.09 meters) of the building would. be-above this plane. ) ‘

AREA OF DISASTER SHELTER — The area in squarg feet (square meteéenclosed by a

" disaster protection area that meets standards of the State or Federal agency resppnsible for

natural disaster protection.

AVAILABILITY OF BUILDING ENTRANCES FOR THE HAN DICAPPED Availability
of primary entrances that are ground level or have ra;nps with hand ralls (the slope oﬁsuch
ramps should not be greater than | foolin height foFevery 12 feet in length )? The following

todes are suggested: , -

| YES . i

2. NO . : .
ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE HANDICAPPED — Either
the building is sirgle story, or an glevator is provided on the entry level for access to all other

. levels in which instruction is given.? The following codes are suggested:
- . , >

¢ -

YES
NO

Acodes arg}suggested

1 YES
-2 NO

7Data itéms 248-251 are adapted from form OE/CR 102, DHEW/Ogcgf Educatfon/dfﬁec of Civil Rights,

I
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Reference’ ' -
number Data-Item Name and Definition; Data- Entry Code, Name, and Definition

251 AVAILABILITY OF 32- INCHDOORS — Av ailability of doors that are wide enoughto allow

wheelchair passage. This requires doorways with clear openings of at least 32 inches when the

door is open.” The following codes are suggested: . . ?
| YES e
2 'NO T4

~ MECHANICAL, ELECTRICAL, ENVIRONMENTAL, AND -
! LIFE SAFETY SYSTEMS IN BUILDING —

252 LOCATION OF HEATING SOURCE - An indication of whether the heat for a building is
supphed by a single (central) source or multiple sources. The followmg codes are-suggested;:
] CENTRAL — all heateg\portions of the bu1ldmg are supplied by a single heating

source. The heat source: e located inside or outside the bUlldll}g
. <« 2 LOCAL ZONE —heat 1 supphed by two or more heating units, each of which is
designed and installed To~function independently ag a central heating unit for a

portion of the building only. This part of the building should be at least two rooms
orf more in size.

° 3 INDIVIDUAL (ROOM) HEATERS — heat sources that heat single rooms, such .

as space heaters$ or stoves, excluding radiant panels.
\\ COMBINATION — a combination of local zone and individual heating units.
9 OTHER .

253  TYPE OF HEATING SYSTEM — The method by which the heating medium (see data item
255 Heating Medium)ais heated and delivered throughout the room(s) or building. The
following codes are suggested:

1 RADIATORS AND CONVECTORS — a heating delivery syst that has dis-
pensing units, such as radiators, convectors, or unit heaters in the rooms to be

heated. : . o
2 UNIT YENTILATORS — a heating delivery system that ises an outside air supply
. and a combined heating and ventilating unit in the form of a convector with a

motor-driven fan and with or without automatic controls.

3 GRAVITY WARM AIR FURNACE — a heating delivery system in which furnace-
generated heat is absorbed by air circulating around the furnace unit and carriél to
the rooms by natural convection.

4 FAN BLAST OR FORCED AIR — a heating de.hvery system i which air is fan-
. driven over heated surfaces and then delivered to the rooms.

RADIANT PANEL — a heating delivery system that uses heating plpes ducts, or
electric wite embedded or suspended in large sections or panels of wall, ﬂoor or
ceiling surfaces for heating the rooms. '

SPLIT SYSTEM - a heating delivery system that combmes a forced-air system
with in-the-room radiation. N

ROOM HEATERS — spate heaters, stoves, or similar type heaters, excluding
radiant panels, each self-contdined and each heating a room or portion of a room.

8 INTEGRATED HEATING, VENTILATION AND AIR CONDITIONING
\),,( (HVAC) DELlVERY SYSTEM

9 OTHER ) -

7Data items . ’ i ’ . 6 3 . ’ *
b ] . . -

\
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B.eferené ) .
number Data-Item Name and Definition; Data Entry Code, Na?he and Deﬁmtlon .
\ 4
200 Swgies: BUILDINGS — Continued . . )
254 PRIMARYENERGY SOURCEFOR HEAT \Ihe prmcrpal eftergy source consumed on the
LEA premises for the purpose. of supplying heat to the heating medium (see data item 255
Heating Medium). The following codes are suggested - e
1 wooD . ) - \
2 COAL : : L
3 NATURAL GAS <00 L
’ 4 LP GAS . ‘ ' . ‘
' 5 OIL ; . ! . ¢ .
6 ELECTRICITY . . . . ]
7. SOLAR ‘ ‘ s
9 OTHER . . -
255 -HEATING MEDIUM -- The physical substance that transmits heat from hte heating source
to the area to be heated. Heating systems that produce heat dlrectly in the ar\a to be heated,
such as radiant panels, space heaters or stoves have no heatmg medtum The following .
= codes are suggésted: .
! WATER — “includes both hot water and steaﬁt i
| 2 AIR — include system%w;e}c;alr is heated ata location other than the area to be
. ¢ ) heated and then transme'ﬂ to the destination' by plpes ducts, or other means.
= J\\ C ALCOHOL BASE any substance with an alcohol base such as glycol.
\ 4 NOT APPLICABLE — applies to heafing'systems that produce heat at the room
. .oor area to be heated, such as radiant’ panels space heaters, or stoves
, 9 OTHER ; : .
- 256 CAPACITY OF HEATING SYSTEM — The current output or the rated output of a heating ‘

A

LY

259 °

- gested:

system, usually measured in British- Thermal Units (BTU’s).

-

TYPE OF STANDBY HEATING SYSTEM — A brief description of the type of standby
heating system, if any. If none, record “none avajlable.” |

LOCATION OF COOLING SOURCE — An indication.of whether the:cooling forthe bUIld-
ing is provided by a single (central) source or multlple sources. The following codes are sug-,

] CENTRAL — all cooled portions of the building are supplied by a single cooling
. . source. The cooling source may be lacated inside or cutside the building. !!h
"2 LOCAL ZONE — cooling is provided by two or more cooling units, each of whi
is designed and installed to function independently of the other units as a central
cooling unit for a given part ofthe building; this part ofthe buildirg should be at
least two, roomisor more in size.” ~ y .
3 INDIVIDUAL (ROOM) UNITS — coolmg sources that cool single rooms*or por—
*  tions of rooms, such as window air-conditioners.
4 COMBlNA’I:lON — a combination of local zone and individual cooling units.
9 OTHER : -

9

PRIMARY ENERGY SOURCE FOR COOLING — The principal energy source consunmed—~ -

at the school plant for the purpose of cooling. The following todes are suggested:

N
2

NATURAL GAS : - .y

+ LP GAS

64
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DEFINITIONS OF PROPERTY DATA

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

3 OIL

4 +ELECTRICITY

5 SOLAR

9 OTHER - o ‘
CAPACITY OF COOLING SYSTEM The current output or rated output of § coolingsys-
tem, usually measured in British Thermal Units (BTU's).

TYPE OF VENTILATION — The primary means b)/Wthh air is circulated into or out of the
building. The following codes are suggested: ~ v

1 WINDOW VENTILATION — open windows provide the only ventilation in the
. - building; no fans or blowers arg used.

GRAVITY VENTILATION — nonmechanical duct system forintake and exhauf\
MECHANICAL EXHAUST — fans or blowers pull air from bullolng to outside.
MECHANICAL SUPPLY — fans or ‘blowers force outsideair into building.

BOTH MECHANICAL EXHAUET AND SUPPLY — certainfans or blowers pull
air from building to outslde whlle other fans or blowers force outside air into
building. ‘

.

.
LAY

' .9 OTHER § - . *
- 262 COMBINED HVAC SYSTEM — An mdlcatlon of whether the primaryheating and cooling

system for the building is integrat&d into a combined heatjng, ventllatmg, and air-condition-
ing (HVAC) system. The following codes are suggested:

« <. 1 YES .
_ % NO . . [
263 - SOURCE OF WATER FOR BUILDING — The sole or primary source from which the
. building derives its water. The following codes are suggested: .

LEA-OWNED — any water source owned by the LEA usually a drilled or dug
well. -

OTHER PUBLIC — the water source supplymg the surrounding community and
not owned or controlled by the LEA. .

OTHER T

§SOURCE OF SEWAGE TREATMENT/DISPOSAL SEF\‘VICE FOR BUILDING The
sole or primary sB8®rce of sewage treatment and/ or dlsposal services. The followmg codes are
uggested - .

p i1 - LEA-OWNED — owned and operated by the LEA. . Y

f 2 OTHER PUBLIC — owned and operated by a public body (ﬁheuhan the LEA.
a2 3 PRIVATE — owned by\a nonpublic enpty

9 *OTHER’

263 SOURCE OF ELECTRICALSUPPLY FOR BL/LDING — The primary source of electricity
\lor the building. The following codes are suggested: o

LEA-OWNED —.electrical generating equipment owned by the LEA.

OTHER PUBLIC — electrical generatifg equiplnent that provides electricity to
the building is owned by a public ‘agency other than the LEA.

PRIVATE — electrical generating equlpmerl‘t that provides electricity to the build-
ing is owned by a pnvate entity. ~

 OTHER : 65
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Reference i . , .
- number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

‘ . . . \ \d

200 Series: BUILDINGS — Continued

G 266 TYPE OF EMERGENCY ELECTRICAL SUPPLY — The type of emergency electrical
supply that is available to the bulldmg, regardless of its location. The following codes are
suggested: .

. 1  NONE .
® 2  GENERATOR ‘
< 3 BATTERY .
9  OTHER e

267 “TYPE OF COMMUNICATION SYSTEMS — Built-in communication equipment used in
instructional and/or noninstructional activities. The followmg codes are’ suggested {more
than one may apply): 7

-

1 TELEPHONE — a system of telephones that ¢an be used for communications
within the building. s

2 OTHER AUDIO SYSTEMS — any built-in equlpment other than telephones that
. may be used for the receptioh, recording, transmission, and/or reproduction of

sound only.
3 TELEVISION — any built-in equipment that may be used for the reception, record-
s e ing, transmission, and/or reproduction of television signals, ° -

4 COMPUTER TERMINAL — built-in computer terminals with either printed or
“cathode ray tfbe dlsplays

9  OTHER

S~
- 268 COVERAGE OF COMMUNICATION SYSTEMS — The extent to which a communica-
tion system.can reach spaces that house instruction or student personnel, and the manner
in which the communication is achieved. The following codes are suggested: )

£ 1 SIMULTANEOUS CALL,COMPLETE COVERAGE — a call or communication
reaches all areas housing instruction and stuflent personnel simultaneously

2 SIMULTANEOUS CALL, PARTIAL COVERAGE — a call of communicatiqn

i \ reaches only a portion of the areds hgusmg instruction and student personnel
— , " simultaneously. s,
: - . : .
3 INDIVIDVAL CALL, COMPLETE COVERAGJ— a call or communication can
reach any one room hdusing instruction or ent personnel without reaching
) . other rooms. .

4 INDIVIDUAL CALL, PARTIAL COVERAGE — a call or comr‘nunication can
reach one-room housing instruction or student bersonnel without reaching other

. . rooms, but this is only possible for a‘portion.of such rooms in a building,

o 5 TWO-WAY-COMMUNICATION, COMPLETE COVERAGE — communica-
tion can take p between the communication center and any room housing in-
struction or student personnel.

6 TWG-WAY COMMUNICATION, PARTIAL COVERAGE — communication
can take place between the communication center and some of the rooms houslng
mstructlon or student personnel. .

7 ¢ ROOM-TO-ROOM COMleNlCATlON, COMPLETE COVERAGE — com-

. munication can take place between any two rooms that house instruction orstudent

Q : personnel, and/ or the communication center. .

66
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Reference - ‘ . ' . . /
n“umb.er Data-Item Name and Definition; Data-Entry Code, Name, and Definition '
8 ROOM-TO-ROOM COMMUNICATION, PARTIAL COVERAGE — communi-
_cation can take place between rooms that house instruction or student personnel,

and/or the commumcatlon center, but only for a portion of such rooms.

/ »
. 9 OTHER ) . i .
269 SAFETY AND SECURITY, SYSTEMS — Built-in equipment or systems used to detect
. and/or deter the occurrence of figes and/or other public safety or security problems. More N
than one data entry may apply to"a building. The following codes are suggested ..
| « FIRE ALARMS — a network of devices that can be manually tnggered to emit a
warning signal. 1
2 HEAT/ SMOKE DETECTORS — a network of deévices that automatically em"t a
wammg sxgnal when the amount of heat or smoke in the immediate vicinity rises
’ \/past a predetermined level.
o * AUTOMATIC SPRINKLERS — a network of devices, usually mounted in ceil-
ings, that spray water when the amount of heat in the immediate vicinity rises past.
. a predetermined level. i {
4 FIRE HOSE CABINETS — cabinets, usually wall-mounted, containing a hose
connected to the water supply of the building or to a%special fire protection water
- supply. !

5 FIRE PROTECTIOI:J WATER SUPPLY — agRilability of sufficient amounts of
. . water, over and ‘above-that requlred for tion of the building, to fight
‘ . fires that may occur in the buxld'rﬂ_/m .
i 6 FIRE EXTINGUISHERS — devices, typi rtabje, containinga liquid or dry
chemical substance under preggure to be used for fighting fires that occur in the o
. building (fire hose cabinets are excluded, see data entry\).
- 7 POLICE OR FIRE CALL BOX(ES) — a device or devigs that can _;ktriggered to
summon police or firemen, excluding telephones.
8 BURGLAR. (INTRUSION) ALARM(S) — a device or-network of devices that

* emit a warning signal when the doors, windows, or other entrances to the building
to which they are attached are tampered with. . - !

9 OTHER

B Y}
-
s

NOTE — An LEA may wish ta extend this suggested codmg scheme to also indicate the extent to which *
existing saféty and security systems cover the building. For example, whereas the data entry 4 would
simply indicate that automatic sprinklers were present in the building, 40 could be used to indicate that
the entire building was covered, while 45 might indicate that only a portion of the building was covered.
There are many other. options, depending on the information that the LEA wishes to record. .

For each safety or security system mdlcated in data item 269, LEA’s may wish todnclude a ¢orresponding
date of last inspection. . .
270 AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE WARNING SIGNALS
- FOR USE IN CASE OF FIRE — Availability of separate or combined systems for warning
both sight-impaired and heannh—nmpanred persons of fire. A visual warning sxgnal may be a

sign that flashes on and off.# The.following codes are suggested:

1 YES ' .
\ 2 NO 7

.

$Data item>270 is adapted from form OE/CR l_()2.’DHEW/Ofﬁce of Fg:’;?mn/ot'ﬁ’ce of Cvil Rights. A .

kY
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200 §er|es: BUILDINGS — Continupd

N

271

- . .
_ 4 . B o N , .
[ g f/

r
Data-ltem Name and Deﬁmtron Data-Entry Code, Name and De?rmtron r .

.
<

— BUILDING REPAIR AND AINTENANCE-INFORMATION - a

EXPLANATION OF BURDING REPAIR OR MAINTENHN@ WORK PERFORMED-

PROPEKTY ACCOUNTINGA -

‘ - — The type of work performed, and a description of the partion of the building on which the
'\(Bfa wo s performed (roof, walls, floor HVAC system, electrical system, ‘etc.). .
' ) DATE BYILDING REPAIR OR MAINTENANCE WORK COMPLETED -+ Thedate onr .

- . which repair or maintenance work was completed expressed in month-date-year form. ,

273 COST OF BUILDING REPAIR OR MAINTENANGE RK — The cost, expressed in |

5 ~. N .
— ALTERATION, RENOVA TION, AND REMODELIN S,
. NOTE — Daba items 274, 275, 276, and 277 apply to each separate alteration, renovation, or remodeling:

job. All four data items should be completed for each such job that significantly alters the building or as_
a significant cost to the LEA. If a particular alteration, renovation, or remodellng job causes any data
recorded elsewhere in the LEA's property accounting s"stem to change, these datg should be re}aég
I . . W
274 ‘EXPLANATION OF BUILDING MODIFICATION — A brief description of the type of ~
alteration, renovation, or remodehng work done, including’ identification of tie portron of
the puilding affected. w

DATE OF BUILDING MODIFICATION — The date, in month-day- year form, on whrch

alteration, renovatron or remodeling wds completed

COST OF BUI.LDING MODIFCATION %he cost, expressed in dollars, of alteration,

renovation, .or remodelrng work performed on a building. Thrs'cost ﬁgure does not lnclude

. the costs of repair and maintenance to a building.

" 277  SOURCE OF FUNDS FOR BUILDING MODIFICATION — The agency,‘gO\‘/ernr'nentalor R
otherwise, which aphgo riated the money used to alter, renqvate, or remodel a building. This_

item should be compatible with the source-of-funds dimension used in the LEA’s financial :
accounting system. There may be more than one source of funds for a given modification job.

o

- DISPOSITION OF BUILDING - .
/ -
OTE — Disposition data are typically not part of actrve building files, \uﬁould bermatde part of hlS- .
toncal building files. - <
+ 278  REASON FOR BUILDING DISPOSITION — An explanatxon for the drsposrtron of a-
building. The followmg es are suggested: v
1- TECHNICAL OBSOLESCENCE — no longer useful or no longer efﬁcrent be-- . ¢
cause of new technical requrrements for buildings. k
~ i 2 NO LONGER SERVICEABLE — worn out beyond serviceability or epair.
- - 3 NOT COST EFFECTIVE — less £:ostly to dispose of fhan to maimair:}br use.
N / 4  END OF LEASE — termination of lease agreement. '
1) 5 LOAN WALLED — temporary use of building terminated. .

RRIC, 7 .68 L e
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=

* «  Reference

number Data-Item Name and Definition; Data-Entry Code, Naméj\and Definition

6 CASUALTY LOSS — destroyed or rendered useless\by a casualty, such as fire,

flood, or earthquake. . )
7 <N LONGER NEEDED/ BY LEA % ’

N

P&
9 OTHER ‘ ‘ 4 M ¢ - 5
279  DATE OF BUILDING DISPOSITION — The date on which tﬁe disposal of a building was ‘
‘a completed, expressed in month-day-year form.
280 METHOD OF BUILDING DISPOSITION — The means by whlch a building is dlSpOSCd
The following codes are suggested -

1 SALE — released for cash or other]valuable consideration.
2 GIFT — released without receiving payment or other consideration.

3 RETURN TO LENDER OR LESSOR — Teleased to the entity that originally
» donated, leased, or rented the building to the LEA.

"4 DEMOLITION — purposeful destruction by the LEAVor its contractors.
9 OTHER ¢

281 NET PROCEEDS FROMBUILD NG DISPOSITION The dollar yalue received from the
"+ . disposal of a building. ,

282  RECEIVING FUNDFOR BUILDING DISPOSITION PROCEEDS — The fund into which
the_ proceeds from the disposal of a bulldmg are deposited. This data iten} should be com-
patible with the Source of Funds dimehsion used in the LEA’s financial accounting system
There may be more than one recexvmg fund for a ngen disposal transaction.

OTHER POTENTIALLY USEFUL BUlLDlNG-RELATED T)ATA ITEMS

. - LY
The following list has been included as a source of ideas for developing additional data items for a build-
lng information file. This list is not exhausnve other possibilities exist. ’

TELEPHONES (number of lines, sets, jacks) ¢

ELEVATORS (number, type) o

MASTER CLOCK (yes, no) AR L .

FIRE INSURANCE RATING ' . ' /
ROOF AREA ! :
ROOF WARRANTY (termination datt).
CONDITION OF BUILDING =

PORTION OF BUILDING HEATED/COOLED IR

MECHANICAL AND ELECTRICAL SYSTEMS (date of installatjon, date of renovation or re-
placement, date of inspection)

EMERGENCY LIFESAVING EQUIPMENT (type, location) \ e

COMPLIANCE WITH 'CODES AND STANDARDS (for example, Occupational Safety and
Health Administration, us. Department of Labor (O8HA), health department, etc)

...,.....

.l

’

The followihg kinds of information may be useful to LEA’s that are considering collecnng information *
in the list above, these are only suggestions; a number of otherbosslbllmes '

on,energy conservation.
exist. Also, daWl items 252266 deal with energy-related information.

It should be noted that at the tge of publicetion of the handbook, little-has been done to standardize
energy-related terminology and techniques for energy conservation measurement.

S ' - 69,
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200 Series: 'BUILDINGS — Continued
INSULAII'ION IN ROOF, WALLS FLOOR (type amount)

EXTERIOR GLASS (fype, amount) >*
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300 Series: SPACES (within buildings)

"The term space 1s used in this handbook to
describe the areas within a b)ai—l’ding. As such, the
space concept allows for a departure from the more
traditional appffach of accounting for the area
within a building in terms of rooms.

The concepts of space and room are closely
related, but describing a building in terms of spaces
provides sophewhat more flexibility.” A room is
defined as a space enclosed with walls or partitions,
of fixed or movable type, that provide an accepta-
ble soydd barrier. A space, on the other hand, does
not llZve to be bounded on e{ll' sides by walls or

partitions. For tiie purposes of this handbook, a
space iSdefined As an area within a burldmg that is
bounded by'aTloor, a ceiling at least 6 feet 6 inches

. "

}

(1.98 meters) in height,® and on the sides by vertical

planes that may be real (walls, partitions) or
imaginary (for example, fpen classroom spaces,
separatetl by floor markings only).

In ‘many buildings, LEA’s”will find it most
%ractical to follow the traditional approach and’
designate each' room as one space. In others, it may
be mdre usefulléo drv1de aroom into several spaces
(for example, a very large multipurpose room*
used by several groups of gtudents at once). In
some cases, it
combinatipn gfAfwo or more rooms as Space. The
designation ¢f spaces within a burldmg is” most
appropriat€ly performed at the levet of the LEA or

individual school. The following guidelines can - .
assist in identifying and distinguishing bet\geen'

different Spaces:

1. Areas with reagonably different design feja-
tures, reasonably different types of built:in
equipment, and/or reasonably different po-

.-

ight be useful to’designate a-

9L.ocal codes for minimush ceiling height take precedence.

. ’
.

PROPERTY ACCOUNTING

LY ¢
«

5

Data-Item Name and Deﬁnit&cn; Data-Entry Codé¢, Name, and Deﬁnition'

CIRY

-~

FUEL, STORAGE CAPACITY (type, amount)
ENERGY USE RATING OF BUILDING (no standard technique is agreed upon at thrs trme)
ARE FUEL SUPPLIES INTERRUPTIBLE? (yes, no, type)
FLUE ANALYSIS (date of last analysis; results)

ENERGY AUDIT (date of last analysis; results) ) .

/

(.
tential uses may best be accounted for as
separate spaces.

2. Areas that are adjacent and have similar
design features, similar types of built-in

equipment, and/or a similar range of potegy .

tial uses, may best be accounted for as one
space. . : ‘

3. Areas separated by walls or partitions, re-
gardless of, their similarity, may best be
acCounted for as separate spaces.

An adjunct is a space; usually small in size,

which provides support service to a larger and,

typically, adjacent space. Examples of adjuncts are -

closets, storage rooms, dressing rooms, ticket

booths, and, vaults. Adjuncts are usually entered -

only through the sp{ce or spaces they serve, rather

" than from hallways or corridors. The prmcrpal

exceptidn is when offices or other spaces are
entered from a cenitral reception room. Such sp. Zc
typically would not be classified as adjunets,

though they are entered only from the recepéton -

room. e \
in accountmg for spaces within a building, an
adjunct normally would be accounted for as'part of
tHe space it serves rather than as a separate space.
For exdmple, assume that a particular classroom is
500 square feeti 1inareaand has one adjoiningcloset
that is 13 square feet r\‘area, for a totalwl 515

. square feet. In this case, “51%5” would be entered i in

data item 302 Floor Area of Space and ( *15” would
be entered in data item 313 Floor Area'of Adjunct.

info atron about areas inside a building, the 100
Serjes, can accommodate mformatlon .about areas
outyide (see datafitetns 113- 120) © o

te-data tems in the 300 Serjes can accomrpo-
date/, mf'rmatlon ort all spa s within buildings
owrled, leased, rented or otl)erwise qontrolled by

REAS. 70 NG \j“’

hile the 300 Series prevides for recqrding ‘
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]
Reference :

. ‘. »

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition
300 Series: SPACES (within buildings)
— SPACE IDENTIFICATION —. -

301" SPACE NUMBER — A numerical designation of a space within a building. This data item
may be renamed “ROOM NUMBER?” if an LEA chooses to have its space designations cor-
respond directly to existing rooms. :

’ K}

,

— DESIGN CHARACTERISTICS —

.
°

302 - FLOOR AREA OF A SPACE — The total area in square fegt (square meters).measured be-
tween the principal wall faces at or near floor level, plus wall gase or alcove spaces, or both,
opening into and designed to serve the activity carried on in the space. Structural space is
excluded. Adjuncts that open intp and serve the space.are included-!® See data item 304 (data

. entry 2400), p. 71, for the definition’ of Structural Space. See data item 312, p. 74, for'the
definition of Adjunct. : : ‘

303 SPACE DIMENSIONS — The app\ro*imate length, width, and height of a space, in feet
(meters), measured'between the principal wall faces at or near floor level, plus wall case *

and/or.alcove areas. r

s . [N ’ .
304 . TYPE OF SPACE — The primary purpose or use to which a space can be put, as deter- -
mined by its design characteristics (physical layout and built-in, systems and equipment),
regardless of its current use.!! = ’ ; ) #

-+
\

NOTE — In some cases, .itb may be difficult to decide whether to c\lassify a space as instruction, support,

_or as an adjunct (a photographic darkroom is a suitable example). Often, the difference between instruc-
tional and support space-is the number of students the space will accommodate and whether the environ-
ment (lighting, availability of necessary equipmient, etc.) is suitable for learning. An adjunct may usually
be differentiated from other spaces by its small size and the fact that many adjuncts may be entered only
through the space they serve.

_The following codes are suggested: ‘ ' ‘ .
1000 - ASSIGNABLE SPACE — a space that can be used by the building occupants
-~ to carry out their functions and responsibilities. Circulation, custodial,
’ y mechanical, and structural spaces are considered nopassignable spaces for
- : _the pyrposes of this handbook (see data entry 2000 below).*
- ‘ 1100 Regular Instructional Space — a space desigried primarily or exclu-
. . sively, for instruction but has no special built-in equipment (such as
’ . would be found in a physics or chemistry laboratory, for exarhple) or . -
e " other specialized features that limijt its use_tb specific subject-matter
e C areas. ' ' : *
’ N 1 v 4 S

X 1200  Special Instructional Space — a space degigned to serve specialized
g@ . o learning activities through the use of special built-in equipment (such
. “ * asthe s{inks and work benches usually found in a chemistry laboratory)

“

L, .
1wAdapted from “Amenican Standard Methods of Determm%g Areas n School Buildings.” American Standards Associa-

» tion, Inc- (now Known as the American National Standards Institute, Inc.), New York, approved August 4,°1958, p. 6.

HLEA's. wishing to callect d4ta on turrent use of spaces within a building'may wish to add a new data element based on the
classification,of Functions jn Handbook 1IR, pp. 3549, together with the classification of Setvices Supporting Instruction, pp.
90-96, and Subject-Matter Areas, pp.*'153-256, in Handbook V1. Appendix E contains full bibliographic references for these hand:

books. . . . A — '
3 v M "o
TSI AN 1

4
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. _Referen e /
"’a riumbef Data-Item Name and Definition; Data-Entry Code, Name, and Definition 0

300 Series: SPACES (within buildings) — Continued
or otheggpecial features (such as the natural gas or LP gas hookups
- . usually found in ac y laboratory or the tlered ﬂoor afrange-
ments and accoustical design usually found in a band room). Instruc-
. tional spaces that ‘have n such special features or buxlt-m equipment
» should be accgfinted for; nder 1100 Regular Instructlonal Space.

J 1201
‘ ) 1202

- - oo 1203

: . 1204

1205

1206

1207

Athletic/Physi¢al Education Space — a space designed . and «
provided with Specia} built-in equipment for physical educa-
tion, activities or for sports and games involving athletlc
competition, including indoor sw1mmmg pools. .

”

Business Educatlon Space — a, space designgd and/or pro;
vided with specidl built-in equipment or special connec
tions for such equipment (such as typewriters, calculators,
and business machines) for learning actiyities in such sub-
ject-matter areas as Business or Distributive Education.

Family and Consumer Education (Home Economics)
Space — a space designed and]or provided with special

- built-in equipment (such as stoves, refrigerators, and sinks)

for learning activities involving the varied aspects of food,
clothing, and shelter, with partlcular emphasis on consumer
education; management of money, time, energy, and human
.resources; and human relationships focused on child growth,
and development, family relationships, and family health

Industrial Arts Space — a space designed and/or provnded
with special built-ih equipment for developing manipulative
and related skills. Industrial Arts spaces include agriculture,
electrical, metal, wood, general ingustrial arts, automotive,
etc. s

l(mdergartena Space — a space deslgned and/or provxded
with speclal built-in eq for use by a group or class
that is organized t%:si“::“ educational experiences=for
children for the yeal or years preceding the first grade.

Mathematics Laboratory — a spaces designed and/or pro-
vided with special built-in equlpment for learning activities
in the field of mathematics.

Media-Based Instructional Laboratory —a space desxgned . »
and/or providéd with special built-in equipment for learn-
ing actiyities deperident upon instructionall media (such as
films, printed materials, records, tapes, cdmputer-assisted

¢ ’ instruction)s for example, a language laboraldqry. .
. t
. 1208 Music Spagce — a space deligned and/or provided with
special built-in equipment for learning -activities involving
choral or mstrumental rhusic.
& . 1209 Planetanum — a space designed and/or equlpped forlearn-
Q ) ing activities involving the projection of various celestial

'72 . | ‘ ,

v
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. Reference’

' number
. . x

o R

‘\ ‘ -

1210

3
b}

‘
Ay

g
-

S : 1211 #

o . 1212

1213
1214

, 1215~
1216
1217

' 1299

69

.
-

Data-Item Name and Definition; Data-Entry Code, Name, and Definition

< L)
~> ‘ . . .
and/or terrestrial images and effects of a particular time
and place on the walls and/ or ceiling of the space.

Science Laboratory — a space designed and/or provided
with 'special built-in equipment for learning activities in-
volving student experimentation, observation, or participa-
tion in the sciences Science laboratories include biojogy,
chemistry, physxcs general science, etc.

Special lnstructlonal Space for Exceptlonal Children — a
space designed and/ or pro,vxded with special built-in

- equipment for providing instruction to students with particu-

lar physical or mental disabilities.

Computer/ Data.Processing Space (Instructional) — a space
designed and/or provided with special built-in equipment
for learning activities dealing with the use, operation, or
maintenance of computers and/or peripheral devices (tape
drives, card readers, etc.). .
Darkroom (Instructional) — an enclosed space designed
and/or provided with built-in equipment for learning activi-
ties dealing with the printing and processing of photo:
graphic films and papers.

Motion Picture Studio (Instructional) — a space designed
and/or provided with specnaﬁ)uxlt -in equnpment for learn- .
ing activities dealing with the staging and filming of

motion pictures. - . .

Radio Studio (Instructional) — a space designed*a‘nd/or
provided with special bujlt-in equipment for lea‘xnmg activi-
ties dealing with radio broadcastmg :

Sound Studio (Igstructional) — a space designed and/or

. provided with special built-in equipment for learning activi-

ties dealinig with the recording of sound.

Television Studio (Instructional) — a Epace designed and/ or
provided with special built-in equipment for learning activi-
ties dealing with the production of television programs. ~

“Other Special Instructional Space — any special instruc-

tional space not given above. .

Learning Resources Space — a’ space designed or provided with
—speclal built-in equipment for actmtles related to the development
Y ’ and supply of learning resources (particular aterials and devices)
and for learning activities. Examples inMude if the above criteria are
. met, spaces referred to as educitional medja centers, libraries, in-
structional materials centers, and learningf resources -centers (see
' . Handbook X, Educational Technology: A\Handbook of.Standard o
~ b Terminology and a Guide for Recording and Reporting Information
. About Educational Technology for discussions of these terms).

1300

‘ : - 1400 Multiple:Purpose Space — a space designed for a number of punposes
o = . that may mclude both instruction and support activities.

ERIC" .. -, .~ &7 .73 N
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Reference b : . T
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

‘ 300 Series: SPACES (within buildings) — Continued
v - 1410 Auditorium — space designed and con ructed witha built- % .
;! _in stage, often having a slaping floor And fixed seating, for
use primarily as an assembly center. -
. 1420 Cafeteria — a space designed and equipped primarily for
: ‘the preparation, serving, and eating of food.
1430  Cafetorium — a space designed for the combined func-
. tions that might normally be served by a separate cafeteria
. and a\ld\itorium. .
. 1440 Gymnatorium — a space designed specifically for the com-

bined functions that might normally be served by a separate
gymnasium and auditorium. :

1490 Other Multiple-Purpose Space — any multiple-purpose

N space not given above.
P ) 1500 .  Support ‘Space — a space designed and/or provided with\ﬁc ]
"built-in equipment for purposes other than instruction.

N - computer (centnal processing unjt) and/ or certain perip heral
%S . devices (tape drives, card readefs, etc.).

1502 + Conference Room ag enclosed space (room) used pri-
marily for meetings and similar activities, but not for in-
structional purposes.

} 1501 Computer/Data-Processing S;:aje — a space that h®uses a

&
B
-1 4

. . . ' . 1503 Darkroom — an enclosed space designed and/ or provided
) with special built-in equlpmem‘\for the printing and pro-
céssing of photographic films and papers. -

\ 1504 Equipment Room — an enclosed space designed and/or
: . - . provided with special built-in equipment-primarily for the
' ’ - storage and distribution of instruct.ion%:uipment.
’ , . o 1505 _ Health-Care Space — a sface desighed and/or provided
, ) ] . - w1th¢spec1al built-in equipment pnmanly’for the provision
o . - of health-care services.

1506 . Maintenance and Repair Shop — a space designed and/or

' provided with special built-in’ equipment primarily for the

“ ' U repair, maintenance, or.manufacture of equipment, vehicles,
’ ;) - R ‘ . or other items used by the LEA.

1507 Motion Picture Studio — a space designed and/ or provided
’ - with specxal equipment for the staging and ﬁlmmg of mo-
tion pictures.

. s : 1508 Office,— a spgc’é designed for'a person or persohs working
> at a desk or table and not involved in instruction or learning

l: l{llC / e A 6 activities. L
- 74 ,
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Reference <

5 ’
L]

1509

’
K \ *
. A
1900 -
2000
y
X 4
¢ 2100
‘ * *
. 0‘4 . - .i‘ .
- LY , ¥
: 2200
- N
) 2300
L &
2400
, o .

number %ﬁ%cm Name and Dcﬁmtlon Data- Entry Code, Name, and- Definition \)

NONASSIGNABLE SPACE — any space that is not classified as assignable
but is hecessary for the general operation of the building, including primarily
circulation, custodial, mechanical, and structural space.

ot
-

2

\

<

RN

Offices include rooms designed or equipped for other pur-
poses which incidentally contain a desk(s) or table(s),*such
as regular instructional space, laboratories, or learning re-
source centers.

.

Projection Room — a space adjacent to and interfacing with
a viewing area and with the necessary design and/or built-
.. in equlpment for pl‘OjeCtlng materials on .a screen in- the
viewing area. Fon
1510  Radio Studio — a space designed and/or provided with
* spécial built-in equipment primarily for radio broadcasting,
1511 Residential Space — a space designed and/or equxpped to

serve as all or part of a resndence

Sound Studio — a space desngned and/or provided with

special built-in equipment, primarily for recording sound.

?'o_rage Space a space that is limited by its design to
orage functio

v

15127

1513
1514 Television Stud{o — a space'designed and/ or provided with
special built-in equipment for the staging and praduction

‘of television programs.

Vehicle-Storage Space — a spacé designed to house or store

primarily vehicles, such as garages, boathouses, and alrport
e

General Support Space — a space desngned to be flexible in

use; for example, a room that could be used for storage,

meetings, or an office, depending on the needs of the LEA.

‘ Other Support Space — any support space not given above.

1515

1580

1590
Other Assignable Space — any assignable space not given above.

A

Circulation Spate — space required for physical access to some sub-
division of space, whether directly bounded by partitions or not. This
includes corridors, elevator shafts, escalators, ‘ﬁre towers, stairways,
loading platforms, elevator lobbies, tunnels, and bridges. Aisles used

* for circulation within office suites, auditoriums, or other assignable

areas are not circulation areas. 3

Custodial Space — spacé used for the protection, care, and mainte-
nance of a building, including trash rooms, guard rooms, custodial
rooms, custodial Jocker rooms, and custodlae supply rooms.

Mechanical Spaceg— space that houses mechanical equipment and '
utility services, m‘_dmg air-duct shafts, boiler rooms, mechanical-
service shafts, meter and commumcatlons closéts, and service chutes.

Structural Space — space that cannot be occupied or put to use be~’:
cause of structural features of the.building, including exterior walls,o s%vﬁ
fire walls, permanent part , and unusable areas in attics, basé:.

ments, or comparable portions of a building.

’ ts
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number Data-ltem Name and Deﬁnmon Data-Entry fode Name and Definition

300" Series:. SPACES (wnthm buildings) — ontﬁued i ' /

-+ 2900 Other Nonassignable Space — any nonassignable space not given
above.

STUDENT CAPACITY OF A SPACE! — The number of students that can be accommo- -
dated in a space at one time when the space is being used for the purpose for which it ‘was
d igned, according to existing State-approved standards. Student capacity of a given space
'dependent upon existing standards or policies governing the operation of the school and
"space in question with respe\t‘to three major?lements student/ teacher ratios, organization
of the school, and the educatlonal program for which the space was designed and/or
equnpped Once established, this figure should be changed only when the standards or poli-
cies regulating the three elements are definitely changed or when there is a change affecting
student capacity as a result of additidhs to or remodelmg of the space. (See Capacity of a
‘Space, Student, in_chapter 6, p. 89.)

NUMBER OF FIXED STUDENT STATIONS — Fixed (built-in, bolted down) features ofa
space limiting the number of students participating in learning activites, such as fixed chairs,
work benches, or laboratory stations. Many spaces have no fixed student stations.

WALL ELEXIBILITY — The type of construction of a wall forming a boundary of a space,
classnﬁed by degrees of flexibility or movablhty To provide the maximum information, the
degree of flexibility should be indicated for each wall, partition, ‘or other boundary that de-
fines a space (see- the definition of space at the begmmng of the 300 Series). The following
codes ‘are suggested ‘

1. PERMANENT, LOAD-BEARING —a wa}{that isan mtegral part ofthe bunlc{xng
and without which the building would not stand; such walls begin at the footmgs
and support the floor(s) and/or roof, as well as‘ateral forces -
PERMANENT, NONBEARING —a wall or other partition not supporting floor(s)

and/ or roof(s), and designed or constructed so that it can be dismantled or moved
without significantly altering its shape or destroying its future usefulness as a wall.

DEMOUNTABLE WALL — a wall or other partitioncthat can be attached in a
fixed position fo @ ceiling, floor,- and/or another wall, but is designed to be de-
mountable without being damaged or losing its usefulness as a wall. )
OPERABLE WALL — a wall or other partition, usually made of metal, wood, or
plastics, which’is suspended from a track, moves along the track, and can be
folded or retracted, usually into a recessed storage area.
CURTAIN OR DRAPE — a partition made of cloth, plastic, or other flexible ma-
terial, which -hangs from the ceiling and*moves along a track. '
OTHER PHYSICAL BOUNDARY — any boundary formed by an object or ob-
jects that are not defined above; such a boundary is often formed by items of furni-
ture, such as bookcases, file cabinets, room dmders desk arrangements, portab‘le'
screens, or planters.- . .

.7 lMAG}NARY ,BOUNDARY — a boundary consisting of an 1magmary vertical
plane (no physxcal boundary exxsts)

is to record informatiop/ al ¢ design characteristics of property. 305 Stddent Capacity of A Space deals with student
capacity according to désign. LEA's desiring more or different information on he other aspects of student mpacnty (such as current

- use, which may change from semestér to semester and from class to class) may wish to create additional data items. See also data 1tc,m'
306 Number of‘Fixed Student Stations. '

’7.8

12Student ca amty ecasured in a numbcr. of ways. In"keeping with the primary function of property accounting, whlcﬁ
: ?ﬂ hout tf:
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- Reference
d nurﬁber Data-Item Name and Deﬁnmon Data-Entry Code, Name, and Definition

308 E OF WALL FINISH " Fhe type of material used to finish a wall that forms the bound-
ary of a space. To provide the'maximum infotmation, the type of wall finish should be ifidi- .
cated for each wall, partmon, or other boundary that defines. a space (see definition of the
B = term “space”:om p. 66). The following codes are suggested:

g 01  PLASTER — ]
: . 02  CONCRETE BLOCK ) <.
03 BRICK ‘q ‘.
‘ 04 CERAMIC TILE : : )
05 WOOD
06 . METAL .- .o ’ s
) |07 FIBER BOARD .
. 08  PLASTIC .
T 09
10
11 .
2312
°% 13 .
* 99

309 FLOOR FINISH — The type of material used to finish the ﬂoor that forms one boundary of
a space. The following codes are suggested: i .
PRy {CONCRETE ' s .
= WOO0D ' - '
RESILIENT TILE — includes asphalt,vinyl, and rubber tnle g‘
CERAMIC TILE !
TERRAZZO
CARPET : ’ !
LINOLEUM
MARBLE
OTHER

>
O 0 2O W —

t
-

-
310 CEILING FiNlSH The type of matenal used to finish the ceiling of a space The following
N codes arg suggested .

.PLASTER ‘ '

ACOUSTICAL PLASTER

ACOUSTICAL TILE OR PANELS _— .
MASONRY . ‘ '
wWOOD

METAL

FIBER BOARD

PLASTIC — ;

OTHER - '

O 00 WA W —

~

311 TYBE OF LIGHTING — The type of lighting primarily used in a space. T'he followmg codes
‘are suggested:

1 INCANDESCENT

, 2 FLUORESCENT - C s
< C 3 MERCURY - ‘ e ' '
. 9  OTHER - -
0 / S - M

s, - ’ oo U
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Reference .
number Data-Item Name and Definition; Data-Entry Code, Name, and Deﬁmt\ﬁ)n_ -

300 Series: SPACES (within buildings) — Continued

'Y
'

- 4
, — INFORMATION ON ADJUNCTS — -

TYPE OF ADJUNCT — A space, uslralIy small in size, which provides support service to a

farger and, typically, adjacent space. Adjuncts are usually entered only through the space or .
spaces’ they serve, rather than from hallways or corridors. An office or other space that can

only be entered from a reception room is not an adjunct. See also the discussion of adjunct on

p. 66. .

312

N

NOTE-— In some cases, it may be difficult to decide whether to classif& a space as a Suppart Space (data

entry 1500, p. 70) or as an Adjunct Space. Adjuncts usually may be di;krtnti_ated from other spaces by

their small size and limited accessibility.

’

The following codes are suggested:

STORAGE ROOM — a room with special construction limiting the use of the

]
. room to or making it best suited for storage purposes; included arg closets with
shelves, and coat racks or poles, vaults, and other specially constructed storage
- rooms. '
2 PRIVA]‘E TOILET/BATHROOM —a foom with built-in lavatory, toilet,and/or
bath/shower fixtures, usually having at the most one or twovof each kind of fixture.
3 SUPPORT ROOM —'a room designed, or provided with special built-in equip-

t, for activities specifically in support of the space it serves (and through
which it can’be entered), including such rooms as_clinic bedrooms, dressing rooms,
hearing test rooms, press boxes, snack bars, and Yicket booths. "

4 GENERAL PURPOSE ADJUNCT —aroom quahfym@ as anadjunct but havmg
< no specnal design’ or purpose limiting its use, and thus being usable as a .storage

room, support room, or for ‘other purposes.

9

OTHER

\

v

-

v
a

]

oy space. See also data item 312 Type of Adjuntt. 4 N h

313 FLOOR AREA OF ADJUNCT— Thearea in square feet (square meters) of an ad]unct Ad-

junct space is measured between the principal wall faces at or near floor level, plus wall case
or alcove spaces, or other, opemng into and deslgned to serve “the actxvny camed on in the

1]

.-
s !
. -

Je "
. OTLTER POTENTIALLY USEFUL SPACE RELATED DATA I‘BEMS

-

Theé following list has been included as a sourCe of ideas for develoopmg additional data items for a space-

information file. Also, détz it tems in the 250 Series (Bulldmgs) are another source. The list below is not
exhaustrve other possibilitiessexist. .« - .

e TYPES OF COMMUNICATION AVAILABLE— (telephone, speaker combination, program
code call, confiputer terminals; one-way, two-way) . ' 3

TELEVISION AVAILABILITY — (telev1s1on reception, program omglnatlon) v
¢ LIGHTING LEVEL AT DESK TFOP — (averagd foot candlesat desk level, under several condmons) ’

Y

double roll' shades)

/ a ° 4
.

-

CIEN

<

!

<

£y

°

-

L1

EXTERIOR CONTROL (?F NATURAL LIGHT — _(sunscreen, extenor baffles, extenor louvers)
INTERIOR CONTROLOQFNATURAL LIGHT (drapes, vehetxambhnds bafﬂes smgle roll shades,
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Reference e o : .

number Data-Item Name and Definition; Data- Entry Code, Name and Definition,

-

° VOLUME OF SPACE (cubic feet or cubic meters)
® AREAOF \yINDOWS (square feet or square meters)
® TYPE OF GLASS
e NUMBER OF 110 VOLT RECEPTACLES
¢ NUMBER OF 220 VOLT RECEPTACLES
° PROJEC;I"ION SCREEN BUILT-IN (yes, no)
® CABLE TV CONNECTION (yes, no)
LINEAR FEET (METERS) OF CHALK’BOARD
SQUARE FEET (METERS) OF TACKBOARD
FIRE HOSE CABINET (yes, no or nuntber)
FIRE ALARM PULL STATION (yes, no or nuniber)
" FIRE DETECTOR (yes, no or*number)
AUTOMATIC.,S!ENKLER (yes, no or number) .
NUMBER OF FIRE EXTINGUISHERS
NUMBER OF GAS OUTLETS
NUMBER OF COMPRESSED AIR OUTLETS (and PSI avarlable)
UMBER OF FULL LOCKERS ; ¢
NUMBER OF HALF LOCKERS -
NUMBER OF SHOWER HEADS
NUMBER OF DRINKING-FOUNTAIN BUBBLERS
& NUMBER OF SERVICE SINKS SR

The followrng kinds of mformatron may be useful to those LEA’s employmg a maintenance scheduling
system. As i 1& the list above, these are only suggestions; a number of additional possrbrlrtres\exrst

e DATE ROOM LAST PAINTED ' .

] DKﬁVﬂ%Dow BLIND LAST CLEANED

¢ DATELIG T BULBS LAST REPLACED ?

e D T)EFLOOR GOVERING LAST INSTALLED

e DATE ACOUSTICAL“CEILING ‘TILE LAST INSTALLED
[

DATEFIREEXTINGUISHER AND SAFETY EQUIPMENTLASTSERVICED OR REPLACEE

DATE DOOR'LOCKS LAST CHANGED . ‘
e o .

®
®
®

~
®
®
®
®
®
®
®
®
®

400 Series: EQUIPMENT ~—Continued ) 1. Under normal conditions of use, including
: + ¥téasonable care and maintenance, it has an

An equipment!3 item is a movable or fixed < anticipated useful life of more than 1 year;
unit of furniture or furnishings, an instrument, a
machine, an apparatus, or a set of articles that’ ;

cets all of the following conditions: . It retains its original shape and .appearance

' : with use; -

. It is of sigfiificant value; -

A detailed O f X tained 1n cha . Itis ngnexpendable that is, if the article is

etaile iscussion ol equipmen is contained 1 p-

together with cnterra differentiating “equipment from dameged or some of j lts partsare lost or worn
- - . out, it is usually more<feasible to repair it
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>

than to replace it with an erﬁf/ely new unit; cated equipment accoupting system can "be time-
and -consuming and costly, particularly ff\t 1s a manual

5. It does not lose its i identity thTough incor-  System (without the aid of computers or qccount-
‘poration into a différent or more compléx +ing machines). For these jeasons, LEA's should
unit or substanse. Py a plan and justify, the cgeation or revision of qquxp-

ment Accounting systems carefully. ~

"The data items in the 480 Series apply gener-\ +  Not all equlpment accqunting- systems will

ally to both built-in and rhovable't equipment, Q have the same feature§. Some LE "s will choose

with the exception that data items 422, 423,.and to account for all equipment, large and small

* . ..424 deal with items under group controlyand  Other LEA’s may chodse to aggount only for

_rarely will be applicable to built-in equipment. major. items of equipment (equipment items of

A fugther consideration for using the data items signiﬁca<nt value). On the other hand, some

offered in the 400 Series is that certain data items - LEA"s may choose to record all or most of th

. apply primarily to major 1tems of equipment suggested, data items for each piece of equlpment
(equipment items of relatively’ high value, for  while other LEA’s may choose to record only a

which the cost of keeping detaifed equipment few data items per piece of equipment. Regard-

records is easily fustiﬁed),\while other data’items less of.the size or format of any LEA’sequipment

apply primarily to minor equipment items (equip-  acoounting system, each system should be de-

ment items that are relatively low invalueand that  signed to_provide the essential data needed for

do not warrant detailed equipment records). . proper'equipw&t&management and control in

e

Expenence has shown that accounting for  return for a readgable expenditure of time and
ment is an enormous task, partlcularly money

new property accounting system is being When recording data that can change from
implemented and equipment data are being col- time to time, it may be useful to also record the
lected for the first time. Operating a sophisti-  date on which the data were collected. Users can
" then detetmine how timely the data are. Datg

“Criteria differentiating built-in equipment from mNable items to which this may apply are 412, 413, 414,
¢quipment are contained in chapter 7. p. 99 427, 428, 430, and 433,
- A\

-

Refererice . ‘
numbet Data-Item Name and Defimtion; Da a-Entry Code, Name, and Definition .

" 400 Series: EQUIPMENT =~ .

.
.

— EQUIPMENT IDENTIFICATION —

EQUIPMENT TAG NUMBER — A upique reference number assigned to an item of equip-

or controlled by the LEA. JFor items under group control, the Equipment Tag
Number woyld be the same for all items within the same group (see discussion of equipment
under group kontrol on p. 100 of chapter 7).

EQUIPMENT INVENTORY NUMBER — A reference number assigned to an item of
equipment with a particular style, use, supply source, or other common characteristic.
Identical equipment items share a common Equipment Inventory Number. Such numbers
are usedcprimarily for items that are stocked or warehoused by the LEA for a significant
amotnt of time* before bemg placed into service. Also referred to as a stock number.
/ r
! . - GENERAL DESCRIPTI VE INFORMA TION — .
403, EQUIPMENT TYPE" A series of categories that separate equipment into groups accord-
1§ ing to similar functlonal/ﬂ' operational characteristiés. (A further subclassification of in-

15 Depending on the coding system used by the LEA, it is possible to incorporate the data-entry codes suggested in 403 Equip-
: ment Type and/or the info on shggested in 404 Equipment Description into the Equipment Inventory Number.described
LS g [ R

in data item 402.
- BRS 80
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5. Reference ‘., \ o e
3 *  number Data-Item Name and Dgfinition; Data~-Entry Code, Name, and Definition ty
"~ ) structional equipment into more specific categories 1s available on pp. 64-100 of Handbook
.X.16) The followmg codes are suggested . P ,
.. - 1000 INSTRUCTIONAL EQUIPMENT — equipment used in the process of in-
. struction or in its producnon reproductlon transmission, or display. Instruc- ’

tional equipment is classified below in terms of devices, materials, and furni-
ture and fixtures.

L 1100 Instructional Device — 3instr'uctional equipment with mechanical,
moving parts and/or electronic or electrical circuits. Hand tools
) without moving parts are included when they qualify as equipment
(see equipment criteria in chapter 7, p. 98) and are intended for
instructional purposes. Kits consisting primarily of devices rather ’
than recorded materials, such as tool kits, should be classified under.
the type of device that predominates. Kits consisting primarily of

AN ) recorded materials should be classified in the 1200 series of data~
) entries.
. 1110 Audio Device — a device used for the reception fecording, )
! ' o - transmission, or reproduction of sound (ox\lly)‘/s'l;?:s\ an
. audiotape recorder, radio receiver, microph6fe, or loud- .
. speaker. . .

. . 1120 anputer Device -—'-/ a device or combination of devices,
- ' capable of accepting information, applying prescribed
processes to the information, and supplying the results of
. the appligation of these processes, all'without human inter-
. o vention; including a computer and all the devices that -
' enable a computer to perform its task, such as a computer
termmal

( . 130\ Graphlcs and Graphics Reproduction Device — a device
- : utilized in the production and reproduction of graphic ma-
terials, excluding computer devices, but’ including such

r devices as copiers, offset presses, ‘ir_ld dry mount presses. -

- . ‘ . 1140 Electronic Display Device — a device used in the production
| and electronic transmission of visual rmages and sound, R
excluding computer devices: but including such devices as
. television receivers and videotape recorders.

= . 1150 Photo[iapﬁic Device — a device used in photographic pro-
duction, either still phatography, motion picture photog-
raphy, or gnicrofilming; including motion picture photog- -
raphy with siund. : ’

1160 Projected and Magnified Display Device — a dev1ce that
, " eénjarges or magnifies visual images for viewing, such as a
., filmstrip projector, slide projector, microform viewer, over-
head projector, or motion picture projector; majmhave pro-

vision for sound accompaniment.

1170 Physical Display Device — a device to which items to be
displayed &re attached or on whieh information is written,
such as a bulletin board, chalkboard, or magnetic. board. i
- l . - . ) - - ' \ + —‘
E \I‘C _ Full biblio.gra;’)hic information on Hanqbook X is contained in aseldlx E. )

-
4 & -
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.‘, Reference ' ’
number Data~ltgm Name and Definition; Data-Entry Code, Name, and Definition

[ -
/< . <

~+ 400 Series:,,EQUIPMENT — Continued RN
v N, 1
1180 Subject-Matter-Related Device — a devi peculiar to a
. . . " specific subject matter or content and not- clas fied above..
. . Devices rot limited by design to Just one subject-matrer
' \ . area should be classified in data entries 1110-1 170 when-
/ L, ever possible. " . ‘
. 1181  Art Equlpment — fox- exam e, potters wheels,
, ? & kilns, easels, and other equipment for activities ,‘,, -
) * ~such as_metalworking, weavm? drawing, pamt-:-,'?; ?'«‘{
V! o4 _ ing, pnntmg, modeling, forming, carvmg, an \;,‘
. . constructing. AN . A
-—_ ) 1182 ' Business Equipment — for example typewnters
@ : e : and calculating machines. . ,
T . 1183 Driver Education Eqtiptent — for example, auto-
_ . ) mobiles, and automobile ang traffic_simulatofs. -
. . , ) - 1184 Homemaking Equipment — for example, -rapges,
’ ) . household ‘tools’ and utensils, ‘sewing m?chmes .
' ~ ) and pressing and i 1ronmg equipment. - S .
] ‘ 1185 “Industrial Arts Equlpnfent for example, weld-
: ' ing apparztus, lathes, power_L ws, and hand tools\
.
- 1186 . Music Equipment — for example, planos\, instru- o
R . . ) ments, and uniforms. ",
’ 1187 Physncal Education- Equipment — for examplel :
. K g . game equipment, '.gymnastl.ce equnpment and '
equipment for physical rehabilitation. TN
L . 1188 Scientific Laboratory Equipment — for example,
E \ - utility outlets, bunsen burnets, microscopes, and A
\ -~ . . balances R
IS L] : .
Y . ) 1189 Other Subject-Matter-Related Devnce — equip* ]
' ! s ment_for subject-matter areas. not givew’ above.t
" 1190 Other Instructional Device — any. device used for instruc- .
\ ﬁ' tional purposes, not classified above. ~
’ ' Recorded Instructional Materials!” —"instructional materials that are ’
. T, " nonmechanical in nature rand are ready for use in the instructional o
. - " process, usually.with some sort of content or ipstructional messagé s
. s incorporated-into them. . 0 '
. . AR
M ' : 1210 Audiorecording Materials — materials on which sound * .
( (only) is stored and can be reproduced (played back mechans
3 ‘%

]
- —

4 "Handbaok X, page 17, defines matertals n the same manner that supplies are defined in chapter 7 of this handbook. However.'@ir‘ .
stveral items classified in Handbook X as recorded instructional materials, such as lifrary books, certain shops and laboratory .
models, and certain globes,. mlght well be classified as equipment under the deﬁnmon this handbook: Since the classlﬁcanon of
these items as either supplies or equipment is not entirely clear, cla§§|ﬁcat|pn 1200, Ijefructional Materials is presenteddere 50 that

" each LEA choosing to account for these instructy matenals as équipment¥an dgrfo. In determining which instructional materials . ) »
. Q . are to be classified as equipment, use ;he criteria accompanying discussion of this topic presel‘ned in chapter 7.pp. 98-99,asa~ .-
Q guide. Full blbhographxc mformatlon'on Handbbok X s ¢ontained in appendfx E. .

Aruitoxt provided by Eic:
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DEFINITIONS OF PROPERTY DATA . 79-
" Reference - ’ ¢ . )
number Data-ltem Name and Deﬁmtlon Data-Entry Code, Name, and Deﬁmtlon o o
o ically and/or electgpnically), spch as certain preref:b ded 1
: records and tap).)o
' . . 1220 . Computer Ma}enals — materials infended for use-with a
) ) . computer, ‘eiphter as mput or output, such as prerecorged\
N . “ computer tapes or sample printouts. —-_ -
. X L1230 Electronic Display Materials — materials on Vvhnch signals
<o are recorded for use through electromc display on a cathode -
ray tube, usually television; exclu recorded materials
. \ & for computer ?utput oga ca;hod& ray tubg, including such
1tems as certain \ﬁdeotapes, videodiscs, or video, cassettes.
. . o - 1240 Pro;ected and Magmﬁed Materials — recorded visual mate-
. 4 rials intended o be enlarged, magnified, or pl‘O_]eCted for
’ uses including such items as motion picture films, holo-
Co 5 graphit materials, ﬁlmstnps, and mtcroforms
: 1250 Printed/Pictorial Matérials — two-dimensionai matenals
, c- . with verbal or pictorial “information that do not Ssually re~ .
o quire special equipment.of magmﬁcatten for use, ugludmg
. ' 0 ‘ books (usually not textbooks). * S .
. : 1260 Three-Dimensional Materials — materials that are most ,«
g ~~ ) easnly classified in terms of their "three-dimensional aspects,
+ * ‘including certain shop and laboratory models large globes,
" ]
¢ . .. eXhibits, dioramas, and ether realia. ¢
rooe - 1270 Multimedia Kits — a callegtion of yecorded materials from
. . . - " two or more types of medig, Kils consisting of recorded’
;. e , : matenals’lof the same * type should be recorge\d under then' ¢
, . S appropnated FAtry, 1210-1260 or 1290 I ‘
’ . . « A~ Y. ' )
. ' i 1290 Other Recorded Imstructional Materials™ — any Ttecorded
N .. L instructional matenals qualifying as equipment (see chap-
. - % ter7, pp. 9{ 101) and not classifiedabove.
1900 Other Instructional Equnpment — any instructional equipment not  °
o ™ classified above. . .
. e 2000 OTHER EQUIPMENT — equlpment not classified under data entry’ 1000 as
- . - mstructlona*equlpment N - .
2100 - Furniture — equipment, used"for sxttmg, as a support for, writing,
s drawu! expenmentatlon, and work activities; as storage space for,
) . materidl items; or for decorative purpt)ses, including all furmture
. " usgd for instruction unless classified elsewhere under data entry 1000
; ' A N Ipstructional 'Equipment (particulasly under data entry 1180 Subject-
SeL T, Matter-Related Device). . L L
i 2200 chhmery and Apparatus — equipment that transmits’ ot modifies |.
- ‘. force'and motion so as to pef’forrp some desiréd kind of work, usually
' o compysed of a complex.combtnatlon of parts; excluding.vehicles an
) - . « . any tﬁyery or apparatus classxﬁed under data entry 1000 Instrac-  ~
. ) St 7 1. tional PQuipment. Equipment used for. both instructional purposes
‘ ’ el and support purposes, such as.d.computer, should be accounted for .
. L ce " under the classification best descnblng its primary use.
L. " .- “ . ~
. .'.“{‘V . . o ! 83 t . L v
v & . / . L e

’
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Reference e . s P '
’ number Ddta-Item Name and' Deﬁnmon Rata-Eptry Code, Name and Definition - - o

‘400 Serles EQUIPMENT ‘Continued v . - . S

. of #
’ v . N .
_ﬁ- . . 2210 Hand Teools — instruments,,machmery, and apparatussthat
s o * \ \ ) .’ may be prcked up in the hands and/gr, moved as individikg
. . X units during. the performance of their .primary functions) _/
' . . sach as power mowers, vacuum cleaners;drills, and wrenc

’
sets. , N

- - . ' : 2220 - Bench, Des)(, or Floor Machmery (offi ce)-.—c{nachmery and - .
' apparatus that, under normal operation, remains stationary :
. ' on a bench, desk, or floor during operation, and is’typiecally ..
. . “ 5 used in an office env1ronment (rather than, for instance, a
) ) . repanr s}(op) such as ,typewnters calculanng machmes and
.. ' ‘ duphcators ST -

£ e T 2230 _Bench Desk; or Floor Machmery.(Non offi ce)— machmery.
- . v ;- nd apparatus that, under normal operationy femains sta- - -

& s i ¥ tionary on a berich, desk, or floor durihg operation, and i ig

ERIC - - . 84 .- B

P e S i 3 . oo ’
P 4 re . i 1+

e : L, normally iséd in an enviroriment other than an office or an
instructional setting (such an environment might be a repa’rr
L W . shop, for example). . - .
. _.' . 2240 He:{vy Constructlon Machinery — self-propelled and
. ‘ ‘ attaqhmen’t‘-type machmery or. apparatas that is used in °

; Y ' ' . heavy construction WOrk such as excavating; construcnng N
7w bunldl%.‘gs roads, and sidewalks; arid demolishing buildings.
. ' £ For e ample cranes, bulldozers, graders, power shovels,
! ' o ! , !' ‘_ ‘and concrete mixers. "Major attachments that can be oper-
. y, - . dted mterchangeably with two or mote pieces heavy ~
' . J . A constructipn' machinery are accounted for seffprately. }
' A } Vehicles (such as durhp trucks, concrete mix ks, and .
. . ‘ : ot ~water sprinkler trucks) that may be used in connection with -
- . . "~ heavy construction work are not classified here -but- under
’ e . , 2300 Vehlcles ’ ) /
o o . /;2300’ “Vehicles — equrpment used to transpert persons or objects, examples !
. ) .7 . / ' are- automoblles trucks, aircraft, buses, station wagons, vans, boats,
" L. * 7 . including trailer-type equipment and-othér attachments operated
- o from such vehicles, but excluding vehicles -classified as instructjonal
' " 7 equipment under data _entry 1000 (pamcularly under data entry 1183
W L. S 'va’ ‘Driver Educanon Equnpment) ! . '
- -7, 2900 Other : o . .
. ' | . f o M

SCRIPTION OF EQUIPMENT‘% — A brief description of an item of equipment, using
—the key noun or description first. For example, “desk, wood, 5’ X 5'.” (The Association for
Educgtional D3ta Systems (AEDS)) has developed a structured approach to detailed codm\ﬁ
of the most important characteristics of an equipment item. See AEDS Property Classifica-
lio Code Manual, Publication No. 714, Washmgton D.C., January 1963. ).

o "*Depending én the cod!ng system used by the LEA, itis possible to incorporate the data-entry coderuggested in 403 quip-
ment Type and/oz the infoxmaﬂoh suggested in 404 Equipment Dcacripﬁon into the Equlpment Inventory Number d scribed .
O - fadatattem 403, .

-~ ¥ c ) ' . i
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Referenc’\d
number ta-ltem Name and Defmmon Data-Entry Code, Name and Deﬁnmon ,
- ¢ S
- 405 /EO.UIPMEN\'LMOBILITY — The mobrlrty of an item of equrpmen't The following codes ¢
.. #e suggested .
S o BUILT-IMEQUIPMENT (BUILDING) — equrpment that is ﬂntegral part ofa
\ ) N . burldmg and permanently al‘tached thereto (see also chapter 7 p. 99).

.

B

', ¢ " 24 BUILTAN EQUIPMENT (SITE) — equipment that is an integral part of a site
) ) and permanently attached thereto. .

N . 3 MOV&BLE EQUJPMENT — equipment that is transportable from one locatrort
) N ‘to anether withofit appreciable damage or change to the location from which it is
.ot . Lol " removed or to the location where it js mstalled (see also chapter 7, p. 99).

. ' 406 SERIA,‘. NUMBEB — A unique identifying number permanently mscrrbed or attached to
. . / .- ,an equrpment item by the manufacturer The serial number is srgmﬁcant only for items under
‘ » unit control .
AY
'40;_ VENDOR NAME OR NUMBER — The name or number of the vendor of the item being o
- g ", . descrjbed, or the numeric identification assigned .to the vendor by the LEA’s purchasrng or '
aegounts payable system. (For use where the vendor-and roanufacturer arg different.) Tee
408 MAN TURER NAME OR NUMBER — The name of the manufactiirer'of the item ,
bemg desCribed, or the numeric identification assigned by the LEA’s purchasmg Or accounts
‘ payable systems. o ' NN
. . 409 ‘' MAKE OR BRAND — The brand name or other name to drfferentrate between similar items R
i in the manufacturers produot line. ¥ -
) 410 MODEL NUMBER — The rdentrfyrng number given a particilar merchandrse item by the
2 oL manufacturer to drfferentrate it from similar 1tems in the manufacturer’s producthne . :
a1l - dWNERS‘HlP OF EO.UIPMENT — A numerrcal designationi mdrcatrng ownership of an
o equipment ‘item. The followrng codes are suggested A
. .
| LEA-OWNED — owned by the LEA or under its controu@ggl} a contract to
<0 purthase. . \ ‘ .

' 2 ‘lUNlClPALLY OWNED — owned by a municipal umt of government (not the

\ /’ ‘ L. unit operatmg e schools) and used for LEA purposes. .
3

C -

AUTHORITY WNED — owned by a publrc school housing authorrty, used for
. LEA purposes. v ’
T4~ OTHER PUBLIC OWNERSHIP — owned by county, State Federal, or-other
s governmental agency and used for LEA purposes
5 NONPUBLICLY OWNED - ather than publrcly owned, and used by ah LEA

or urider its jurisdiction for LEA purpases.
& SHARKD OWNE,RSHIP — owned | by two or more qgencres public or private.
. . 9  OTHER ., . t s e

' 412 PHYSICAL LOCATION OF EQUIPMENT — The pl'ace where an item of equipment is
normally located. In the ‘casg of equipment housed at a central location ﬁmt dispatched to
aifd used at several other locations, such as a film projector or-a lawn mower, ingicate-the
location’ where the item is normally housed or stored when fiot in use. Equrpment on loan
and located outsde the LEA should be ngted as such ing 's data rtem

s 413 ORGAN'{ZATIQNAL,BESPONSIBILITY FOR EQUIPMENT — The school department
g Of other operational unit' having control over and responsibility for an item of equipment
o +" (see data items 204 School or Other .g%lauonal -Unit Name and 205 School

T . - A . . ) / P '
2 A b N I " )._/J

—~
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.~ Reference ' I \
. number Data Item Name and Deﬁmtron,‘Data Entry Codé Name, and Definition
-400, Senés- EO.UIPM ENT — Contmued |
- . s s ~ ’ 4
L . or Other. Operaronal Unit Nurnbex) This data item can be developed into a cost allocation code
’ . », . - for allotating equipment costs to organizational ,or budget units of .the LEA, but
.l . such an application is only-recommended for automated property or equigr:nent accounting
‘o \ T . systems. : \ *
- 414 RESPONSIBLE INDIVIDUAL — The person within the school, department or other orga-
) ’ mzatronal unit indicated in data ltem 413 who has direct personal reésponsibility for the

, seourity arid .use or distribution of an 1tem of equipment. Nartte or title can be used here.
. ' ¢

~ ) - EQ‘UIPMEN T 4C QUISITION AND COST INF ORMATION «

[

415 \/NEW OR USED AT TIME OF ACQUISITION Thestatus of an iten at trme of acquisi-

. . tion. The follo\wmg codes are suggested
A . 1 'NEW

)
2 . USED, S@RPLyS — obtaqned from Federal government surplus source in used
v ° ‘condrtron ,

" USED, NONSURPLUS — obtamed In used condrth‘ fromi any source other than

b ]

Federal govemm us. .
THOD OF EQUIPME O.UISITION — ’The means_by which an item was ob—
taiped. The foliowing codes are su‘ggel\ted .

. - I RPURCHASE — obtamed/n cxchange for ¢asH or other valu/le consrder,a\tlon

' g‘ " except pfoperty. 0 ; "

)b 2 LEASE (RENT) — obtamedl from the ownerfor . ﬁXed period of txmc m consider-

) ation for penodxc cash payments Lease/ purchase is mcluded here untrl p}Jrchase
v i is compjete. 7 T

\ cx, . .3

416

. <
’ 3 LOAN — obtamed for témporary use, at no cost or for a token amount’ "
.\ ~ -4 GJFT — obtained permanently witliout consrdEratron - L

5 EXCHANGE — obtained in exchange for anolher equlpment item’ or other item
of property . .

6 BOUNDARY CHANGE — acqulsltron by appropnatron of a site or bulldmg and
its contents thrqugh expansion of LEA boundanes ‘including annexatron con-
selidation, or reorganiZations ‘

’ 7 CONSTRUCTIbN BY LEA PER ONNEL n’iade by LEA staff or students

. 9 HER . >, . ; .
o *. 417 DATE OF;}QUIPMENT ACQUISITION —'The date‘a parncular equipment item was
. acquired, pressed in month- day-year form, fora leased or rented item, the day on which
7" . * the lease or rent-began. . e S .

418 COST OF EQUIPMqENT ACO.UISITION The tatal cost to purchasé or otherwrse acquise
. an item of equipment expresséd in dollars. (See Cost of Edurpment Acqurs'mon in chapter 6,

p. 92). , .o .
419 ANNUAL COSTOF EO.%IPMENT LEASE — The (otal lease cost or rental -in dollars, »for .
L . a 12-month period. - j .
o 420 TERM.OF EQUIPMENT LEASE — The penod for which a lease is in’ force expressed in
: Q months yedfs;or'a combmatron of both. ° . ,
ERIC . reonelboh T e L
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‘number Data-Item Name and DW"‘E“?W Code, Name, and Definition _

3

> . '
(’ ] Reference

?

P 421 ° SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION — The agéncy, governmental
s = or otherwise, which appropriated the money used to acqurre the.item. This data item should
: 'be compatible with the sou ¢e-of-funds dimension used in the LEA’s financial accountrng

system. There may be moreihan one source of funds for a given purchase J

422 NUMBER OF UNITS (EQQIPMENT UNDER GROUP CONTROL) — ‘Thetotal number
df individial item units in a particilar equrpment group under group control. ‘

. , .
- 423 * UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) — The standard "t

. guantity by which an item or group of items under group control is described. The following )

' codes are suggested: * , \ Ve o

L 1,- SINGLEITEM ° _ : _ SV
Y PAIRS . .o '

,’! y 3+ SETS® . o i . .

- ’ 4 KITS’“ . * s 0 .

v 424 AVERAGEUNIT EOST (EQUIPMENT UNDER GROUP CONTROL) — Thre total cost L
. " of acqursmon of all 1nd1vrdual equrpment items Wwithin a group, dmded by the number of é,
y , » items in the group. . > "}
e 425 EXPECTED'USE#UL LIFE OF EO.\'JIPMENT fThe nurnber of years an equrpment 1tem .
t . 19 expected to fulfill its intended fitnction. Useful life begtns on the dage of acqursrtrop (data N
« item417); and is Sften used as the pcrtod over whrch‘ “depreciation is‘calcilated. . ”

oo " 426 - DEPRECIATION METHOD — The method oy forn(la for calculatingghe annual deprecia-
T " fion amount of a fixed asset. Straight-line depreciation is a commion “method in el
e, accpuntmg (cost less'estimdted salvage value, divided by useful life, equals annualﬂ::\ \
) tion) although other methods may be Justrﬁed depending on the circumstances .
"+ 427 BOOK VALUE OF EQUIPMENT — .The value of an item as stiown an the owning agency’s *
) accounting records This is usually orrgmal cost@ess any deprectatron

@

.. U
# 28 MARKET VALUE OF EQUIPMENT — The apprarsed or estimated dollar value for which ¢
\ § an equrpment item currently coutd be sold. A recent purchase or salé pae of a srmrlar item”,
. . would be a goed approximation. . : . .. .
( < i 429  METHOD OF ESTIMATING MAR KET VALUE'— The means by which market yalue is Y
), ) . determinéd: The 8 llowing codes are suggested Yoo N .
. - 1 Af’PRAlSAL -~a judgragnt of value b)‘Jerson trained or expenenced in déter- ,
§ ;1' o, . mining- property values. . - .
. RS 2 SALE|PRICE — the price at which a srmrlar item was sold.
fra i *Q’! OFFER TO%’URCHASE —a legal document representrng an offer to purchase -
R : _the equipment item. ) ' e
S " .- 9, _OTHER. -¢ : s o : |
. . 430 . REPLACEMQI'F COST OF EQUIPMENT — The cost, at current, pnces to> replace Hn . K/ |
,. -t "t \ - itgm of equipment with another of new\materral of like klnd and’ quaﬁ : - N
Y Y I METHOD OF ESTIMATING REPLACEMENT COST — The means by whi oplace-\ S
B t cost is determinied. The following codes are suggested: . &
% oo I "I, ‘BID OR QUOTE —bona- ﬁde quotatton from& manufacturer vendor or other
A ' . supplier. , -
Lo . . 9. OTHER* ° et \ Ce
{ TU32 INSURED VALUE OF EQUIPMENT — The dollar mdunt fo:,whrch the,item of equip- z -

ment is 1nsure’d if it is insured on a pohcv (os floater o
. % 1

o g




Reference - . ) ) . - .o

number Data-Item Name and Definition; Data Entry Code Name, and Definitiow”

400 Serles EQUIPMENT = E’ontmued T [

‘

-

- EQUIPMEN \T REPA17 AND MAIN TENANCE INF ORMATION -_

CON DITION OF EQUIPMENT An indication of the reJatrve abrhty ofthe equrpment toe

functron as intended: - -

-

EQUIPMENT MAINTENANCE QHEDULE The rnter’vals at which an equrpmentatem ‘

is to be serviced in order to maintain theQem in workrngaorder The following todes are
suggested:
. 1 ANNUALLY
R QUARTERLY
3. MONTHLY
4 WEEKLY .
5 .“ AFTER EACH USE
w.w 9 OTHER .. . - .
& 435 : EXPLANATION OF DQUIPMENT REPAIR OR .MAINTENANCE WORK PER-

Ve

* EORMED — Jpe typg of work performed on an equrpment itern. The following codes are
suggested: . )

> M :/v-

< o] REP’AIR blacement of Ra;ts or ‘rgmnor restoratron e
.2 REBUILT j

3. MODIFICATION — change in. orrgm:ijhape or appearance
4. MAINTEN‘ANCE — regularly “Scheduted servrcrng of equrpment e N

Ll

9’ OTHER - . ~ ¢ ce

. . ’
43/6 .- DATE EQUIPMENT REPAIR OR MAINTENAN WORK COMPLETED = The date
, 8 R4 reparr or mamtenance work was compIeted on an Aem, in month-day-year form

majorereitOfatron to original or nearly original condrtron

"« . 437 " COST OF EQUIPMENT REPAIR OR MAINFENANCE WORK — The cosgeof re arror .
. Wirep

« maintenance work performed onap item of equrpment qxpressed ln dollars.

[ -4 438 -~ EQUIPp/I ENT WAR RANTY EXPIRATION DATE — The date on which any waf‘ranty or
o guarantee er replacem‘ent parts.or repair service ekprres in month-.day year form

. ,. - Y \ .- .
LR T ‘Qrsposmom OF‘EQUIPMENT —
‘ -’
NQTE — Disposition data are ty prcalb not p’art ofactwe equrpment ﬁles, but should be.made part of his-,
tﬁﬁcalequrpment files. . /‘ i . . . e

Ve

g Tyt

- 439 REASON FOR EQUIPMENT DISPOSITION An eXpIgtatré’n,for thedrsposrtron of an

* . item of equrpment The'I’olIowrng codes are suggested )

: T‘ECHNICAL OBSOLESCENCE — no longer useful ¢t no longer efﬁcgnt be-

"' vaust of technical rmprovements in similar types of equipment.
4;30 DONGER SERVICEABLE — worn éut beyond Servrceabrhty or repa1r
3 NOT COST EFFECTIVE — less costly to dispose of than'to marntarn for use.
N 4  THEFTOR VANDALISM — disappegrance by theft'or de.structron by vafidalism.

.5 «CASUALTY LOSS — destroyed or rendered. useless by a casualt.y, such as ﬁre ‘

ﬂood or earthquake < -

I;‘.ND OF, LEASE —_ termrnatron ofilease agreement
of
-

- -
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. : g P
Reference . ) ’ T : '. @
) Number Data-Item Name and Deﬁmtlon Data-Entry Code, aName ananeﬁmtlo» - R
7 LOAN.RECALLED ﬁtemporarypus(e of ‘equipment terminated. .
8 NO LONGER NEEDED BY LEA ) . s
- 9 OTHER x N T s

»

40 DATE OF EQUIPMENT DISPOSITIDN — T‘ne date on Wthh the dlsposltlon ofaﬂn item _

"442 NET PROCEEDS FR OM EQUIPMENT DISPOSITLO\— T_he dollar value received from

443  RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCEEDS — The fund into

was completed in month-day year form. * v

441 . METHOD OF EQUIRMENT DISPOSITION — The fneans by whlch an, item of equgpment

was disposed. The llowmg codes are suggestegl:

N g
N | SALE - relefised for cash or other valual;le consnderatlon ¥
2+ LOSSBY THEFT - ]
3°" GIFY — released without consideration of valye to another agency for its use. o
4 RETURNED TO LENDER OR LESSOR — released to the ent1ty that ongmally
donated, leased, or rented the equipment to the LEA.
5 SCRAPPED — discarded; not released to another agency for-j s use
‘ 6 TRADE IN — released in partial payment foranother equlpment item.
' 9 ' OTHER

the disposal of an eqiMbment item.

&

'which proceeds from the disposal of an equipment item are deposif’ﬁ\Thls data it¢m Should
‘be compatible with the source-of-funds dimension used in the LEA's financial &ccounting
system. There may be more than one jgeceiving fund for a given disposal“transaction.

jR POTENTIALLY USEFUL EQUIPMETVT RELATED DATA IT?WS

x

The fo*llowmg list has been included as a sc}m‘f:e of ideas for developing additional data 1tems foran eqtiip-

-~

. current) . . . o o P
NS RSION CLAUSE «1 +* 7 : : . .

Specnallzed Informatlon on Vehlcles. .

'-.

-

“meént' mformatlon file. Thig list'is not* exhaustlve other possnbllltles exist.
PRO RAM ASSIGNMENT (Thus provides a lower level of equipment allocatlon than does data _

1t§m 413 Organizatignal Responsnblhty for Equipment. However, the ‘more often an equipment

=7

item changes progra assngnment the more effort is required in keepmg this information.,

"SOURCE OF REPAIR'OR MAINTEVANCE WORK (such as outsxde contractor or in- house)
ENERGY RAIING OF EQUIPMENT . S .

k)

COST OF CHASSIS -
MAKE OF CHASSIS

YEAR CHASSIS MANUFACTURED .- _ ]
COST OF BQQY L. O ‘.

MAKE OF BODY S, , . _ ..
RADIO SYSTEM (TWO-WAY) (yes/nd) = *. -~ . R

YEARYBODY MANUFACTURED
RATED CAPACITY OF BODY

- .'. ' - ! 89 ‘. o o -
. R v . . ‘

. . . , + >
\ . o C . U . .

* - ¢ . . -
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Chapter 6
y MEASURES RELATING TO SCHOOL PROPERTY

The purpose of this chdpter is to presenten one
place definitions for some of the ngre comynon
measures of school property.

Effective facilities magagement “includes careful,
planning of new constructipn and. dlternatives, ¢
careful scheduling of facilities utilization, syste-
matic assignment of classes or groups ' of students _
and teachers to the spacg and equrpnvnt avdilable,
and rapid development of alternative methods of
faci’lmesqunlrzauon in times of jncreast or reduc-

" tion in demand for schools. To assist in accomp-

hshmg these many management tasks, measures of
school property are needed. For comparabrlrty of -
mformemon among LEA’s and among States)

' standardlzatron is needed An this chapter, standard
definitions of the mbre common measures used in"
schoolproperty accounting are offered.”

» Measures involving school pr perty cafi be
compared when they:. - . g
[ © > .o

" 0 arg based upon standardized‘ihformation; .

® apply to comparable administrative unitsfeg.
schools, LEA’s, intermediate administrative
. units, or States); -

are applied over comparable time periods
and/or.at compardbl‘e pomts in time; g
Ve ‘

are related to the same definable uhits such as*
square feet or dollars; - -

-
5

. .“ -
are computed by the same.process.®
)

Some of the medsures & this chapter have been-
taken from the recommendatiohs of the American,
National Standards Institute and the JAmerican |
Insmute of Archltects Other deﬁmtrons denve

" from the mmal ve;sron of this publrcatron (Prop- ..

erty Accounting for Local and State School Sys-
~ tens; State Educatiogal- Records and Reports
Series: .Handibooi( 111, 1959).

\
.

Whrle many of the measurés’ presented in this
chapter are discussed in other parts of the hand-
book, the need, for a ready reference to such gauges
" has prompted the inclusion of this chapter. In
many instances, a measure is also a data item that
- *has beendefined in chapter 5. In these cases, the
definition has been _repeated in quotes, followed by
a parenthetrcal reference to the data item.

. €
&
Area of Aﬂt Floor '
“The area‘in square feet (squ e melers) of)an
adjunct. Adjunct space is measured between the
principal wall'faces at or near floor level, phus
< wall case or alcove spaces, or both, opening into

. and desrgned to serve the activity carried on in :

. .the space” (Data itemr 313, p. 74 ).
. v ' Q’ .

,Area of Buijlding, Architectural ~ .

Fhe architectural'area of a building is the sum of
the areas of .the sexeral floors of the building,*
including. basements, mezzanine and interme-
diate floored tiers ard penthouses dﬁleadroom
height,» measured from the exterior ~faces |

exterior walls or from the centerline of w

separating buildings. qbvered walkways, open
}oofed-ovef areas that‘are paved, porches an

7

L

. ’

imilar spaces shall have the architectural area /\j -
multiplied by 4n area”factor of 0.50. The archi; 7,

tectural area doés not include such feht res as
pipe trenches, exterior terraces or ste chrm-
* neys, roof overhangs; etc.!. £

Area of‘Bﬁildlng,\Gmss Floor» S s

“The gross area of a buxldmg is the sum of the
~areas at éach, floor level -mcluded wnhm the

)
[N .‘..a

*, ~ N <

'“Thc Architectural Area aid Volume of Buildings, " Ddcu-

ment D101 The American Institute of Archl.ttcts. Washingtdn,

QC June 1974, p. 1.

90




principal outsnde Taces of extenor w,alls neglect- *
}ng architectural’ setbacks or prejectlons In-
clude all stories or. areas tha¢ have floor surfaces;
with clear standing head rom (6 feet 6 mcheé
[l 98 meters] mmrmum)ar&ardless of their use. \ _
JInclude megzanines, balconies, and library stack
floor n;fy to the extent of .their actual floor
# area; do not include uﬁenclosed areds under the
t}ﬂoor Where a ground level or intermediate
sta‘y, oF part thereof is left unenclosed, con-
sider the gross area of the unenclosed story as
the projected area of the story above. Exclude
all unroofed areas and, unenclosed roofed-over
spaces. Ur}er)closed toofed areas that have been
-included in original cost contracts can be ex-
cluded on a computed or estnmated basns for the
development oY\t comparatnve data’ of gross
bulldmg areas and costs.™ (Data item 240, p.
.. 57‘)

. The area of passageways ehclosed with similar
type and quality of construction’as the building
pr6pe:, and of tunneis with clear standing head
‘foom of at least 6 feet 6 inches [1.98 meters] are
included in the gross area of & building. When
such passageways *or tunnels connect two or®

. more buildings, the1r area should_ be counted
. ly once, but. may ‘be divided 3mong the

bulldmgs in any suitable manner. . The area of

covered passageways that ake not enclosed w:th,

similar type and quality, of {:onstructlon as the

building propér are exclu ed fr(*he gross
unld’mg area. . ” ' :

4 »
“Area of Buildin‘g; Total Assignable Floor
~
- “The total arga‘in square feet (square meters) of
N all-space a,varl?le or assngnment to, or ‘use by,
_buifding occupants to carry out their functions

and responsibilities. Assignable space consists. |

"of .regular instractional space, specnal instruc-
tional space, learning resources space, wultiple
pufpose space, support space, and other assngn ‘
able spage, multnple purpose ’space $npport
space, and, other assignable spacg/
304 (data gniries 1000, 1100, 1200, 1300, 1400,
1500, and 900) on pp. 67-71" Kor deﬁmtlons of

*American Standard Methods of’ Determmmg Areas. in
School Buildings.” Ameyrcan Standards Assoclauon Inc., (now
known as the American National Standards Institute, Inc.) Néw
York, approvéd August 4, 1958 P 5 hnd p. 7

w

L . 3. - > s

x o
) * - e

PROPERTY ACCQUNT[NG N

qustodial, mechamcal and struétutal spaceﬁﬁre '

considered nonassngnable spaces and are® ¢x- .

cluded. See data item 304 (data entries 2000, ,
+ 100, 2200,_2300, and 2400) on p. 71 fqg T,

:%mtrons of these types of nonassignable spa-

ces. See ,also the definition of Floor Area of = |

Space in data item 302 p 67. (Data item, 24l .

.p- 57) . . s B

s,

Area of Disaster Shelter ' - . L ,\
“Tﬂe number of .square feet (square r{e.r ey ot
/Jclosed bya disaster protection area that meets® - ',' .
standards of the State or Federal agency respon.- = |

- sible for disaster, protection.” (Data item 247 p-

58) ’ ¢ * A < (‘\/ "
Area of Legmmg Resourees Space, '{:otal‘Floor . o

© LY - « N

“The fotal aréa in‘square feet (square meters) of

all space in & building, mcludmg any a&_;unct

space opetﬁng into and servmg leammg re- > °
-sources space. See dntd item_304 (data’entry

1300) on p. 69 for the.definition of Learmng _
Resources Space. See. alsothe-deﬁmtnonof Floor. ’
Area of a Space in dataitem 302, 67 (Data -~ -
.item 244,p. 58) & ® \ L

Aru of Regular Instructional Space, 'i‘otal Floor ©~ ' ~
“‘The total areh in square feet (square meters),of .
“al] - -regular u‘structnonal space in a buxldmg,
mcludmg any adjunct space Openmg into.and
serving regular instructional spacé See data’ T
item 304 (data_ entry 1100) on p. 67.fot the:
definition of Regular Instructnonal ‘Spage. See

" glso the Qefinition of A1 or Area.of a Space moo-
- data item 302 p. 67 (Data itém 242, p. 57) . v

] B
- % .
> s\ . L3

. EE A ' . .,
v .

. f ot
Area O Site - '

including “areas occup).pa by bulldmgs, .
s:\drives, parking facxhtnes, and vther im- " .
provement to site. If a sqhool uses.ﬁmore than MR
“one piece of land; the area may.bé'the stim of the ...
acres in the severﬂfﬁm‘)esj:)r a separafe recor(h :
mayzébe created for %é;ﬁh J9«:(:(2‘” (Data item 105, ’
-px'4 .‘ 4 ) LI

' . N 9 N T . 3
’ - L . -
S S . . ‘ 6 et - ,
. . . . R ) 4 RN ~ Lo Lo s .
ca
v [ , . o, . A Y .




MEASURES RELATlNG,TO SCHOOL PROPERTY

- » ~ )

Area of Space, Floor

-

measure.d between the principal wall faces at ‘or

or bothy opemng into and desrgned to serve the
activity camed on in the space. Structural space

the space are included. See data item 304 (data
entry 2400), p.- 7t . for the definition of Structu:
. ,ra'l Space See .data item’.312, p, 74, for’the

v, - : deﬁnrtlon of Adjunct.”? (Data.item 302 p- 67).

. ) &e:a of Special Instructional Space™!

“The tofal aréa in square feet (squaresmeters) of
‘a, . all _special instructiqnal .space in a building,
mcludmg:any adjuhict space opening .intd-and
¢ . wserving special instructional space. See data

item 304 (data enfry- 1200) on p. 67 for the
. definition -of Special Instructional Space. \See
" also the definition of Floor Area o Spacelin

data itenr 302, , P- 67 ” (Data item :ﬂp. 58)

w

Area, Stamlx’td Net. Assignable

8

The sta\da‘rd net assignable area is that portion

cupant, including e¥ery type “of space*
the occupint. The standard net as-
signable drea should be measured from the pre-

N dominant inside ﬁnislr of'permanentouter walls
, . . to the office side of corridors or permanent
. partitions and from center line of .adjacent
. . assigned-spaces. Where there are_interior spaces
- surrounded by corri méasurement shall be

from the inside {;
should be space sublfivisions for occupant use;
re ‘offices, file rooms, office storage rooms, etc.

. . Deductions should not be made for columns
.. Band projections necessary to the building or for

!

partitions subdividing space. ¢

5
.’ * /

, Average Unit, Cost (Equlpment Under Group
p - Control) .

Kl -
o

h * “The total cost of acqulsmon of all mdrvrdual
5 equipment items within a.group, divided by the

‘e

s L ving Areas in School Buildings.” American Standards Associa-
+ . tion, Inc. (now known as the Amerigan National Standargds
Tstltute, inc.), New York, approved August'4, 1958, p. 6.,
4The Architectural Area and Volume of Bulldmgs, Docu-
ment D101, The American Institute of Archltccts. Washington,

Q
. v - D.C, June 1974 g2
: "ERIC ' ro

L

o
s

- ’ - |
.- . ‘ . \
¢ . o

) E “The’ total area if square l'eet (square meters) .

. near flodr level, plus wall case or alcove spaces,.

ds excluded, Ad}ungts that open into and-serve |

area available for aﬁrgnment or rentable

e $f enclosing walls.elncluded -

’Adapted from “American Standard Methods of Detetmin- -

. ' : 89
numba ofitems inthe group *(Data item 424, p.
158) ‘ - . .
Book Value

‘ e ' R

: ‘The value of the property as shown on the

- gwning unit’s ooks. This is usually original
cost less deprecra ion when depreciation (appre-
ciation) can be detegmined?

Thls is applicable to sites (land and lmprove- N
ments) buildings, and equipment. It does not
involve any considefation of current mdrket

" value. ’ ‘

Capacity of a Building, Student N
pacity J : g ¢ .
“The 'number of students that can be accommo-
dated in the building for the‘school day accord-

ing to existing State-approved standagds exclu-
. sive of multiple sessions. Student capacity of a
%ven byilding is dependent upon eXisting stand-
ards or‘\pelkcnes governing the operation of the
school in question with respect to three major
elements: "student] teacher ratios, orgamzatron
of the school, “and educational program of the

- school. Once established, this figure should be -
changed only when the standards or policies
regulating the three elements are deﬁmtel:}(

-

4

changed or when there is a change affectin
student eapacity as a result of additions to
remodeling of, a-building.” (Data item 211, p.
52) . .

See a,lso Capacrty of a Space, Student. ‘

[

“The number of students that can be accomi-

dated in a space at one time when the spacc:\ls .
being used for the purpose for which it was_ .
desrgned accordmg to existing State-approved
standards Student capacity of a given space is  ¢.
dependent upon existing standards or policies

-

’

Capacity of a Space, Student ,
. ) P

""’"'"govermng the operation of the school and space

in question with respect to three major elements ‘
student/teacher ratios, organization of the |
school, and the educational program for which—
the space was designed and/or equipped. Once- .
established, this figure should, be changed- only’ T
> when the standards or policies regulatmg the
threé €lements. arg deﬁmtely ch or when
there is a change affecting student capdcity as a
resilt of additions to,or remodeling of, the
space.” (Data _item 303, p. "72))




~

Spaces designed and/or equipped for multiple
purposes may have more than one applicable

- student capacity. For example, a gymnatorium °
can be used as a gymnasium or an auditorium,
and each may have a dijfferent design eapacity.
Student capacity for such spaces be re-
corded in the form of a range, for example,
“150-200.” '
It is important to note that the Sum of student

, capacities for all spaces in a building will not {
necessarily equal the student capacity of ,the
building since all spaces usually are not ex-
pected to be occupied fu]ly at the same time.

‘ ]

s -
(4

See also Capacity of a Buildihg, Student, p. 89;~.
data item 305 Student Capacity of a Space, p.
72; apd data item 306 Number of Fixed Stu-
dent Stations, p-. 72

"

. Capacity of Available Parking Areas Off Site

. a

“The est&fgated total number of vchlcle\(typl-

. cally automoblles)That cah be parked in\areas
not owned, leased, rented, or otherw:seﬁqon--
trolled by the LEA, but are near this dite a
avallgbbto sLEA students_ or employees Pa;,l(
mg areas on stréets should not be coumed "
(Data ltem 111, p. 43)

R

6 .
Capacity of Coclir)g System = °

“The currept ou yut or the rated outi)ut ofa -
cooling system, usually meaSured in British
ThermalUmts(B U’s).” (Data item 260, p. 61)

-

Capaclty of ﬁeatmg skm\_/ t

‘“The current output or the rated output of a
heating: system, usually measured in British
Thermal Units (BTU's).” (Data item 2?7, p. 60)

_Cfpacity of Paved Parkiné Ar.eas On, Site

¢ “The total numbe of vehlcles that can 'be
parkcd on jave parking areas on thg gite
ufider normal gonditions (without crowding ano\

. allowing for nprmal access and egress) Capac-

" ity should be d€termined based ‘on the type of *

~ vehicle nor lly parked in each paved afea
"(auto, bus, etc.). Parking areas on streets sh uld
not be counted.” (Data item 109, p 42)

- Capacity of lg'npaved‘ Parking Areas On Site 5

. Contract‘ Cost of 2 Building

v
i

, PROPERTY ACCOUNTING -

Capacity of Space

See Capacity c;f a’ Space, Student, p. “.89.

“The total number of vehicles that can be-

» parked on all unpaved parking areas on the site 4

under normal co.ndjtidns (without srowding and »
allowing .normal access and egress). Capacity *
should be- determined based on the type of
vehicle normally parked in each unpaved area 4
(auto, bus, etc.). Pa:klrlgareas on'streets should
not be counted.” (Data item 110, p. 42)

[

Construction Cost of a Building >

The contgct cost'of a bpilding plus costs for«
architectural ard engmeenng, legal, and educa-
Jional cqnsultative services rendered in connec-
tion wnt} the bulldmgs construction, including
salanes nd expenmfonany such-services that
-may be, rendered. by LEA employees.

“

See also Contract Cost of a Building, p. 90;
Cost of Architectural and Engineering Services,
p. 90; Cost of Legal Services, p. 92: Cost of
Educational Cohsultative Services, p. 92 and
f?tof Bunldlng Acqu1smon p. 9.

° v

The cost for the actual erection of a bulldmg,
lnvolvxng such costs as those fo general .
construction contracts , plus extras‘\\mgge
contractor and less credits, heating and vehtifat
"ing con°tracts,' pluir.lblng contracts, electrical
contracts, painting contracts, built-in equip-
ment, and outdo®or underground parts of the
building service systems; and any salaries, con-
struction materials, rental fees for construction
equipment, ‘and similar expenses for construcs
tion performed by school district employees.
Costs for movable equipment are not, includecle

PP

See also Cost of Building Acquisition, p. 91;"
and Construc'tign Cost of a Building, p. 9l .

Y

Cost of Architectural and Englneerlng Servlces :
o
The cost of ardﬁtegtural and engineering servi-
ces for plans, drawmgs, specnﬁcatlons lcgally

93~




MEASURES RELATING TO SCHOOL PROPERTY

. : required plan approval, topographical surveys,

. <test borings; and other sufveys made in the

. 4 preparation of_building plans; and supervisory

and consultanve services rendered in connection

with ‘the construction of a building, including

salaries of school district architects and engi-

neers assigned to the project. Costs for prelimi-

nary studies made prior to .the fiscal year in
¢ which definite authority was received to proceed

with constrtiction are not capitalized and, there-
fore, not included. Fees, if any, paid to archi-

7 tects for writing specifications for movable

B ( -equipment are not included.

‘See chapter’ 7, p, 99 for the distinction
* between builtsin and movable equipment. See

i

o . Construyction Cost of a Building, p. 91 \

P £l
EY

¢

’ Cost of Building Acquisition .* - K/ ’

“The total"’cbs’t“lo“’the TEX for acqumng a

buﬂdxﬁg, whether by construction, purchase, or :

e er means. This inclydes cost of construction
ntracts, cost of archlteo'mral and engmeermg

ervices, cost*of legal services, cost of edmé%t

; ional consultative_ servxces and certain riscel-
. laneous building costs.” (Data 1tem 2l7 p. 53) ¢

4 . The acquisition cost o
erected by the owning
cost of the building’

A is the constructioh
us_any miscellaneous

penses connected with the salef of bonds. The
cost &f a building acquisition does not include

f debteservice costs (payments of prmcxpal inter-
est On debt, and paying agents’ fees).

: _ The acquisition cost ofa building that has been

conslmaed by employees of the owning LEA
.consists of, the direct costs for salaries, mate-
rials, use of equipment, planning and supervi-
sory service$, and other miscellanegus expenses

s connected with the erection of the building. ; -

If the bunldmg 1s purchased or acquired at some
cost through annexation or reorganization, the
cost of acquisition consists of the purchase
. price, legal fees, and apy other expenses in-
.~ curred in connection with the purchase of an

*

#

R ex:strng bu _)Kﬂng
ERIC . :
- S .

‘ N

- pa

o also Cost’ of Building Acquisition, p. 91; and”’

building that has been

o2 N —
RY S -
2 o,

. ! 91

When a b;llding has been received as a gift, or

acquired at” no”cost through annexation or

reorganization, the‘entry for its costs is zero plus
-, any costs connected with acquiring and cowdi-

tfoning the building for use. LEA’s may wish to
cord the appraised lue at the time the gift
was received (see data m 225 Market Value of”,
uilding, p. 54), but this value figure should .
t be shown as the acquisition of the burldmg

-,

"In se of a building acquired as a resﬁ:lt of !
)annexation or reorganization, the applicable
-cost records of the old LEA should be retained
3y the new owmng district for reference pur- &
poses

When the actual cost of a building is not known,
the estimated cost as of the tithe of acquisition is
used as the cost figure. Example: for an old
building wﬁose‘ record has been lost. '

See also Constr’uchon Cost of ayBuilding, p
91; Cost of Archijtectural and Engmeermg
Services, p. 0; Cost,of Legal Services, p._92;
Cost of Educational Consultanve Services, p.
92.; Cdst of Building, Miscellaneous, p. 91;
and Contract Cost of a l?uilding, p. 90.

. : N v

t‘}‘" - e,
Cost of Building, Construction

See Construction Cost of a Building: p

Cost of Building, Contract

See Contigct Cost of a Building, p.. 90.
. W

RSN

X [y
‘ e v Y , .
Cost of Buﬂing, Miscellaneous . .

Costs incurred in connection with the acquisis
tion of the building that are not classifiable as
contract, architectural and engineering, lega}, or
educational consultative costs, such as adver-|.
tisements for contracts, expenses coppected
with the sale of bonds, and building permits.

See Cost of Building Acquisition, p. 9 Con-
tract Cost of a Building, p. 90; Cost of Al‘Chl-
tectural and Engineering Services, p. 90} Cost -
of Legal Services, p. 92; Cost of Educational

— Consultative Services; and Construction Cost of '

' a Building, pp. 92 and 90, respectively.
. : '

- 2
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23

92
. . Cost’ ol’ Educational Consultative Services

The cost of consultative services, renderzﬁt
connection with the construction of a building,
that are&med at fitting a building to a school's
educgtgonal program and are_not classifiable as
architectural, engineering, or legal services.

. Costs for consultative services rendered prior to
_the fiscal year in which definite aypzorlty was

nclud -r

. See afSO Cost of Archltectural and Engmeenng

- Services, p. 90; Cost of Legal Services, p. 92;

: Cost *of Building Acquisition, p. 91; and
Construction Cost of a Buildinip. 90.

(- ’ . .

-Cost of Equipment Acquisition

&
~

“The total cost to purchase or otherwise acquire
an item' of equipment, expressed in dollars.”
(Data item 418, p. 82)

* The/cost of an item of equlpment is the purchase
price pald by the LEA, including the cost of any
accessories Or attachments :egardless of when

they were_ purchased, plis any freight and instal- -

lation charges. Expendltures for repairs to a

thercost of the equipment; however, when used
. equipment is purchased and reconditioned in
: order to place it in service, such reconditioning
" " costs are-included as part of the equighient cost.’
- When the actual cost is not known, the esti-
. " mated cost as of the time of acquisition is

substituted. When equipnient has been received
i . asa gift or acquired at no gost through annexa-

tién or reorgamzatlon the record entry: for its

cgsts is zero plus any costs connected with,

of such equipment’ at. the time the gift was

received (see data item 428 Market Value of

Equipment, p. 83), but this figure “should not
4 be shown as the cost of acquisitidn.

¢
> ~ N

-

o )

Cost of Lease, A{mual

. “The total lease cost or rent, in dollars, Tor al2-
month period.” (Data item 124 p. 46; data.ite
218,:p. 53, data itern 419, p. 82)

‘ o 2

Cost of Legal Services

recelvgd to. Fproceed with constructlon are _pot .

. piece of equipment are not included a3 part of’

.acqumng, mstallmg condmomng it for use.
’ LEA's may wish rd the appralsed value °©

m/

- g
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-

,

The cost-of legal services rendered i in connectlon
with the construction of a bulldmg, mcludmg
- salaries of school district legal personnel as
%igned to tl&(prqect Costs for legal services
rendered pridf to the fiscal year in which defi-
nite auth\ority was received to proceed with the
construction are not capitalized and, therefore,
not included. Fees for legal ser\ﬁ ices in connec-
tlon with a bogd issue are excluded; see Cost of
: \Bulldmg, Miscellaneous, p. 91, for such legal
fees. %\

\"\

"-See also Cost of Bmldmg Acqulsmon, p. 91;
and C?)nstructlon Cost\of a Bulldmg, p. 90.

; %

' Cost of Modiﬁcation to Building

“The.cost, expressed in dollars, of alteratlon
renovation, .or remodeling work performed’ ona
bmldmg This cost figure does not include thel
costs of repair and maintenance to a building.”-
(Data ltem 276 p. 64) St

<

Cost of Repan‘ and Maintenance Work Building
“The’ cost, £xpr sed-m dollars, of repair or
maintenance work performed orthe byilding.
This cost figure does not include the costs of
modifications (alteratlon renovatlon ‘or remod-
eling).to a building.” (Data item 273,’p. §4)

- -

- 4

‘C0st of Re‘pair’ or Maintenance Wosk, Equipment

“'l%t:cost of repai'r or fnaintenance work pe}-
folmed on an item of equipment, expressed in
dollars.” (Data item 437,'p. 84)

Cost of Replacement, llliilding. ]
“The cos! at current-prices, to replace a build- .
ing, including its built-in equipment, with mate-r

s rial and equipment of like ‘kind and quéln;y ”
(Data item 227, p. 54; .

/
The replacement cost_of a building can be
‘*determined in-several' dlffe;ent ways. | One ﬂf
these method§ is through companson ‘of the

s

bpifding with 2 recentl‘y erected bulldmg of 't~.

s:m:lar'des:gn and quality. for Wthh cost figures
are avallable—wﬁnother method 1% through the

. 95 Y

|
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MEASURES RELATING TO SCHOO'L PROPERTY
appliqation .I%f a cost factor per square foot
(squarEmeter) of floor area or per cubic foot
(cubic /mete‘r) of volume. Another is through the
application of ﬂliilging cost indices-which make
it possible to determine a percentage increase or

, decrease in building costs over the years 4hat, in
tuen, can be applied to the original cost of
buildings to derive estimates of replacement
cost. Still another method is tﬁ[ough a detailed
appraisal showing the quantity of materials, the
amount of labor, and -the total cost of each
needed to replace the building at current prices.

r, in yet-another instance,.a combination of
% ethods whif:h might prove more feasible. .

’
3

. Cost of Replacement, Equiprﬂ&} /

«
3

» . . . » .
_ .“The,cost, at current-prices, to replace’an item

of dguipment' with another of new material of
like kind and quality.” (Data item 430, p. 83))

-~
¥ ' '

. F : -
Cost of Site Acquisition .

“The original pufrchase price paid by the LEA
,_for land and -all improvemeqts to the land

existing at the tifne of pu e, plus all cost
" -related to acquiring title to the site.” (Data item
123, p.46) '

Costs related to_acquiring title to %e land
include appraisafl fees, search and titl& insur-
.ance, site surveys, and dohdemnation proce-
dires.

y ¢

If the purchase price of the land also includes
some buildings that are retained for use, the
.appraised value of .the buildings should be
‘deducted ffom the price of the land and a record

éstablished for the buildings. If the buildings are

sold rathér (han retained for use, the salvage

” +value shoudd be deducted from the price of the
land. . . .
When’ setting up records for land that'has been
owrfed for some time and_for which the actual
cost is :jt known, the cost figure to use is the
. estimat

figure includes the estimated cost of the land
“and any existing improvements to sité for which
actual cost figures are not available. When land
has been received as a gift, or acquired at no
cost through annexation or reorganiZation, the

l: TC record entry for its cost'is zero plus any costs

% - AR

-

,\C})st of Site Improvement_ \

cost-as of the time of acquisition. This ..

A2 N X v
related to agquiring title.to the land. LEA’s may «
wishi to record the appraised value of such a site
at the time the gift wa$ received (see data item
157 Market Value of $4te, p. 46), but this figure .,

should not be shown as the cost of acquisition.

Improvements to site made after land has beep ®
acquired by an LEA are not included in the cost -
of land except a$ indicated’ in ‘the preceding
paragraph.’ ’

>

}

b
“The cogt, in dollars, of an improvement rhade
Lo a site. Assessmenys for site im

cluded.” (Data item 131, p. 47)

?

The cost of a site improvement/intludes the
contract amount for contract work and salaries -
and other expenses for work peérformed by
district employees; plus any other expenses
co/nneeted'_with'any tnitial installation or extén-
‘sion of a site improvement. It also ipibdes-
cost of any special assessments againSt*H

for capital improvements og Br off the site, such
as streets, curbs, and drafns qn or adjacent to
the site, and any-easements involvei ‘

was made.

N

When an imprO\;emént to site has been Yeceivéd
as a gift, or ajquiréd atno cost throygh annexa-
tion or reorganization, the record entry for its
cost is zero plus any costs connected with its
acquisition and instalg;ion. LEA’s thay wish to
record the appraised value of such improve-

ents at the time they were made, but this figure:,
should not be shown as the cost of the improve- N
ment. - .

. .

Improvements - t0 site consist of initial and |
additional ,work (dther than;\b\uﬂéiqi) -
formed upon the site and its adjacent ways a%r
the site has been acquired by the LEA. T#ey
involve such things as grading (Other than
excavation, fill, and backfill necegsary for con-
struction of a foundation for a building), land-

. scdping, séeding, and planting of shrubs and
) 9 gees; constructing new sidewalks, roa'_dways,
.o ’ ! .
~

¢
7 “ vt , 0
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Aruitoxt provided by Eic:

. Expected Useful Life of Equipment -

dverpasses, retaining walls, sewers, and storm
drains; installing water mains, ficld hydrants
and sprinkling systems, and outdoor drinking
fountains; original surfacing and soil treatment
of athletic fields and tennis courts; furnishing
and installing for the first time playground
apparatus built ,into the grounds; flagpoles,
gateways, fences, and uhderground storage
tanks that are not parts of building service
systems; and demolition work.

With respect to service systems, only those
‘outdoor systems serving the site are considered
improvements to site. Outdoor or underground
‘parts of building service systems, such as tanks,
water mains, sewer mains, and electrical poles
and lines, are not site improvements; their costs
arg included as part of the building cost.

'

Expenditures for repairs to site improvements
.or site maintenance are.not.included in.the cost -
of site improvement.

A

Cost of Site Maintenance

. 0
-

The cost of maintenance work performed on a
site, expressed in dollars. :

See also data item 134 Cost of Site Maintenance
or Ower Work, p. 47.

Equipment

See chapter 7, pp. 9799 ,(for definitions of
equipment, built-in equipment, movable equip-
ment, and supplies.

.

Expected Useful Life of Building -

“The number of years a building is expected to
fulfill its intended function. Useful life begms on
the date of acquisition, and is often used as the
period over whith depreciation is ~calculated.”
(Data item 222, p. 54)

¢

"“The number of years an equipment item is
expected to fulfill its intended function. Useful
*life begins on the date of acquisition and is often
used as tHe period over which depreciation is,
calculated.” (Data item 425, p. 83) -

. -

PROPERTY ACCOUNTING

Market Value of Building

“The appraised or estimated dollar value for
which the building currently could be sold. This
primarily applies to relocatable buildings. A
recent purchase or sale price of a similar item
would be agood appfoximation.” (Data item

225, p. 54) | ' a

Market 'Value of Equipment

“The appraisal or estimated dollar value for
which an equipment item currently could be
sold. A gecent purchase or sale price of a similar
item would be a good approximation.” (Data
item 428, p. 83) -

Market Yalue of Slte

“The appraised or estimated dollar value for

which & site currently could be sold. A recent

_ burchase or sale price of a similar item would be
a good approximation.” (Data item 127, p. 46)

'
Room

A space enclosed with walls or_partitions, of
fixed or movable'type, that prov:de an accepta-
ble sound barrier.

Space Dimensions
: 7
“The approximate length, width, and height of a
space, in feet (meters), measured between the
principal wall faces at or néar floor level, plus
wall cases and/or alcove areas.” (Data item 303,
p. 67) , -

Story

Argroup of rooms on the same le}el, or a floor
consisting of one room, having cledr standing
headroom of at least 6 fect 6 inches (1.98 meters)
and whose floor is at or above grade level along
at least-one entire side. “At or above grade level”

97 ‘
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MEASURES RELATING TO SCHOOL'PRQPER‘TY . ’ 95

means that if the horizontal plane of the floor ~ Cost of Building Acquisifion® Per Student

were to be extended on the side in question, no B, . ~ .
land within 20 feét (6.09 meters) of the building The total cost of acquiring the bujlding divided *
wguld, be above this plane. - by the student capacity of the building. .
‘ For a given building, this rat® is data item 217 "
Volume of Building, Architectural Cost of Building Acquisition diyided by data ’

.

. . item 211 Student Capacity of Building.

The architectural volume (cube or cubage) of a . :
building is the sum of the products of the areas,  Cost of Building Acquisition? Per Square Foot
defined [under Area of a Building, Architectur-
al, p. 87] (using the area of a single story for The total cost of acquiring the building divided
multistory portions having the same area on by the gross area of the building. -
each floor) and the height from the underside of
the lowest floor construction system 'to the
average height of the surface of the finished roof

' above for the various parts of the building.’

For a glvén building; this ratio is data item 217
Cost of Building Acquisition divided.by data .
item 240 Gross Floor Area of Building. '

¢

. Gross Area Per Student . / .
. _RATIOS _ o o o
- . The numbér 6f square feét (meters) in a building
The following are commonly used ratios that divided by the student capacity” of the building.

can be calculated from data items given in "the For a given building, this ratio is item 240 Gross . e

handbook. Other common ratios related to prop- Floor Area of Building divided by data i item 211 .

erty exist but require, in part, data outside the Student Capacxty of Building. .

scope of this handbook. *

>

—_— - SThis ratio may also be calculated using constriction cost.
*“Architectural Area and Volume of Buildings,” Document See Constriiction Cost of Bulding, p. 90.

D101, The Amenican Institute of Architects, Washington, D.C., 'A similar ratio may also be calculated using construction

June 1974, p. 1. cost. See’ Construction Costef Building p. 90. '

” - . ) .h"
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This chapter discusses the need for distinguish-
ing between supplies and equ;p;\t, suggests some

shortcomings to the listing appggach, and recom-
mends a set of -criteria fpf’ making the sup-
plies,; equipment distinction. The chapter also dif-
ferentiates between built-in and movable
equipment and examines the topics of inventories
and levels of control. N

REASONS FOR
DISTINGUISHING BETWEEN
SUPPLIES AND EQUIPMENT

tinguish between supplies and equipment for s&v-
eral reasons;

- L The distinction is frequently impottant 1r3
ldentlf)mg the funds with which to purchase a
given item, or conversely, in identifying which
items can be purchased from a,given fund

t  source.

control or keep track of an item. For exam-
ple, some funding programs require that all
equipment items be inventoried annually. At
the same time, many LEA's chbose to inven-

o tory certain itémsz regardless of whether or
oo not they are equipment or whether br not the
I'IEA is required by law to do so.

® The dlsgmctlbn may bear on insurance decx-
siQns. Supphqs and movable equipment are
usuafly insured as p{n of the coftents of
buildings, while built-in equipment is usually

v ir)'sured as part of the structure.

o / e The distinction can affect calculations of cost
\ of operatjons and cost per pupil. While most

/~ .\% calculation. of current operating .costs,
. . p

\ .

) o Chalpter7 ”f‘f‘g{g T :
SUPPLIES AND EQUIPMENT

- Edutation -agencies have found-it -usefubto dis-* *

® The distinction may assist in deciding how to

schools include expenditures for supplies in’

\ @
many schools treat equipment differently.
Some include all expenditures for replace-
ment equipment ip the current operatl’ng cost
total, excluding the cost of new and addi-
- tional equipment. Others prorate the cost of
all equipment over several )?}In both |

cases, the incorrect classification of ‘supplies

or equipment items can affect*the resulting . |

cost calculations.

@ The distinction can affect the amount of State
or Federal aid allocated to an LEA- Several
funding sources use per-pupil costs as part of
their funding formula (see the preceding para-
graph). Most funding programs limit the
ways in which their funds may be spent,
sometimes excluding either supplies or equip-
ment from the list of eligible purchases.

The two basic approaches to distinguishing
between supplies and equipment in the decision-
making situations are. (1) to compare a given item
to_ga» predetermined list in which each entry is
classified as either supplies or equipment; or (2) to
compare a given item to 4 set of criteria describing
the characteristics of supply and equipment items.
Each of 'these approaches is discussed in the sec-
tions that follow.

]

THE DISADVANTAGES OF A
SUPPLY/EQUIPMENT LIST

" Several publications in the NCES Handbook
Serfes have provided\detailed lists of material items
used in LEA operations, identifying each entry as
elthcr a supply or equipment item. The most recent
version, found in Handhook IIR,! has been helpful
to many users, but any such list has several signifi-

lsadvantages

’»

ISee appe;dlx E for-a full bibliographic reference to Hand-
book 11R. .

’ \ 97
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Various State and Federal aid progrms offer
'supplyrequrpment categorrza/ons that someé-
times conflict with such lrss and wrth one

another

Any list is, and alwaYS wrll ‘be, imcomplete. It is
impractical to attemgt to list and classify-the
thousands of mateyials and devices used in
schools today, particulagly in the vocatronal
education curricpla

Changes in :2 cational philosophy, technol-
ogyfS and tethniques;are introducing new
materials agfid devices into our schools-at an
ever-incr sing pace. Even if it were possible
to list ajfd categorize@nost of the supply and
equrp ent items 1n -use today, such lists,

- -
anges “in technolog’y and purchase price
-gometimes cause the classification of cefidin
items ‘to change from orie cafegory to the
other. For example, most LEA's -classified ~
haitd-held mini-calculators as equipment sev-
eral years ago when they cost over $100. Now
that the -price f these iterhs has dropped to
the $5 to $25 range, some LEA'’s are‘reclassi-

fying them as supplies. . .

Users tend to treat a list as comprehensive
and up-to-date, even when advised otherwise.
This can lead to faulty classrﬁcatron decl-
sions. Cy ‘ ~

The conditions above make the development of -

a universally applicable and easrly updatable sup-
ply]equrpment list impractical. In lieu of present-
ing a list that might raise as many issues as 1t would
propose to resolve, this handbook suggests that the
distinction between supplies and equrpment can be
best accomplrshed through consistent, statewide
application of uniform criteria. If an LEA wishes
to supplement these criteria with a list, the list in
Handbook llR provides a ﬁrm foundation.

‘\

CRITERIA FOR DISTINGUISHING
BETWEEN SUPPLY AND
EQUIPMENT ITEMS

l ' £

Most Federal, State, and local funding pro-
grams provide criteria for distinguishing between ..
supplies and equipment. The critéria below are

based.on a combination of the most practrcal and >*

o

o

4
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commonl) aleepted gurdelrnes from these sources.
Unless otherwise bound by Federal, State, or local
law, it is recommended that all educatron agencies’

usé these criteria in their supply/equrpment classi-"
" fication décisions. In those cases where the classrfi-

cation of an'item is uhclear, the agéney, as always
must apply reason and good.Judgment in making
its decision.

*

.
)

EQUIPMENT ITEMS N -
7 . '; 4 t T

At equipment item is.a movable ot\ﬁXed ,unrt oﬁ
furmture or furnighings, an xnstrument amachrne
an apparatus, or a set of articles that meets all of
the following con‘ditions: 2 >

° (-4

1. Under normal condmons of use, mcludrhg
reasonable care and maintenance, it has an
antrcrpated useful llfe of more than | year

.=alt is of srgnrﬁcant value. )

.
. It retains rts ongrnal shape and appearance
\vrth use. ,

B

v)""'

LAt as none)fpendaﬁle; that is, if the article is
damaged or some of its parts are Post or worn
out,lit\i‘s’hsually more feasible to repair it
than to.replace it with an entirély new unit.

lt does not lose-sts rdentrty through incorpo-

~ ration.into  different or more compléx umt

or sﬁbstance .

R

_ The first criterion is.based on the notion that an
equrpment rtem s‘hould last longer than the fiscal
year in which it was purchased.
Signi cqnt‘value should ‘be measured in terms.
*of origfnal cost or in terms of estimated marke,t
JValue, at-the time= of acquisition of theorrgmal cost

is not avarl!ple Most LEA's will use values in thea _

$25 to $l00~range Federal Manag\ement Clrculat
74-7? requires that the value critetion sepafafmg
supplies frdfh
item. On thd  topic of significant value; the National
‘Conruee on quemmental Accountmg statts:

I

The, srgmﬁcant value test is important because..
[LE\A’s} wrll have many rndrvrduafassats which”

K ’
1

7General‘ Servsee‘s Admlmstrauon Offise of Federal Man-
ageme é ol;cy, “Federal Management Circular 74-7. Uniform
admini tratwe Tequirements for grants-in-aid to,State and local
-governments,” Attachmegt N, p, 1.
ments, Was inglon, D.C§ 20402.- FM(
same as OMB Crrcular A-102, ™

®

uperintendent of Docu-
74-T 1s esseptially the

» 10@\;’-

\
2

.

s >

€qurpmenx shall not exceed $300 per
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suppues/mo EQUIPMENT P S

('A . s .

T aré tangtble and* long-hved but whoSe?Value issa

" - »'small that-the trmé and expense of marhtammg ’
, ) détailed accounting and 1nventofy records on

v R thém are not justified. Examples of fltems] not )
o ) havmg stgmﬁcant value for accountmg purpOSes'

R i would inélude. gencxl sharpeners paper cutfers,.

"+ -"75" 7" books ogher: fHajy those, in libraries:-and small

o . tools, What. constitutes significant’ value wrll
N \\' : vary from one governmental Jurtsdlcttor; to
L, another .3 b L
S .. . . . . . -,
3 , “ ~ ' e
>", ‘ ‘ :< - Y ’) . . rd > . .
] ‘SUPPLY lTEMS ’ o

,An item should be clasSrﬁed as.a supply if it
does not meet all of the equipment Criteria abOVe
e . . Iz ) ', ;

DlSTlNGUISHING BETWEEN, . .

L e

' BUILFIN AND MOVABLE . - "

2,7 EQUIPMENT ’ e, .
’»”) »
-, Notall States andoLEA’s find it necessary to
", wdistinguish bétwedn_ built-in and niovable equip:
. ment. For those agcncxes that do, the drstmctton
[ usually relates to« one-of the following sittations: -
CE o (@) estrmafmg the costs of a building Muilt-in -

o, eqmpment is included, movable eduipment is riot),

" “and (b} determtmng which, equrpmentutems can be‘

;7 7+ puichased frdm various funding 'sources. « . | L
27« Afteran item has been 1dent'!ﬁed as® equpment, .

the following tritetia may be aplied to detarmine

. if the item is built-in or mgvable: . PP
_An equtpment ttem 1§, butlr sz )

"1 itisan mteg al part ot‘aburldmg, fhat‘is itis
permancmiy stengd ‘o thd building, func-
tions' as part of; the building; and ‘causés -
. appreclablg d/amage to the building if- 1( is

Vo2

‘remoxedwdr N A

it s permane ly attached to a site and’
functtons as part.of the site (exoept buﬂdmgs
or qther structures) . ‘

laterdate Hml;-m equrpmentg omettrnes réfegred
. 106, «ﬁxed“ égmpmem (not {o he confused w1th

=S

fxed assets) S AT N

i v -
AR et : N

’\ LAY “ KN 1
" a" 1 > -

3

. 3§auonal Commruce ofr- Govem,mcnta[ Acg untmg. Gov- -
- “erfimental Agcounting,~Auditing, and Financia Répomng
RN ~ -Muhicipal Finance’Officers Assocmwn 1313 East 6Qth Street,

N r(;h}atgo lllmots60637 1968 e TN

A:'aﬁ :\ T

EpY

-..‘.,..

;o

buﬂdmg at lhe*ttme the buil 'ng )s erected or ata T )

10

3 aﬂot‘her w:thout ’apprecra\le damage or

o ‘removed or to(the location
instalied, and

2. do not fun'cﬁon as integral parts of the

)

burldmg or sit¢ and. are not pexmanently
fastened or attached to the building or site.

The term movable refers to permaneqcy of

mstallahon a‘td not to size or - aveight. °*

14

'MAINTAJNING‘ iNVENTORY
RECORDS ON SUPPLIES \
AND EgUIPMENT .

LEA managers carry great responsnbtlmes for
stewardshrp of the funds ,and property of the LEA
They are responsible {or safeguardmg, maintaint
mg, and periodically reporitng on the condition of
these financial and ‘physical resources. One ofthe
‘most important functions in carrying oyt steward-
'shlp responsibilities is keeptng aociirate mventory

reeords. The need'to estabhsh a.nd mamtam inven-

, tory records usually stems frém some combination

“

3 of7the following conditipns: . .

LN

-
. ( N i

LEA margagers often need mformatxon f‘or the
»proper managenient of fixed assets that can

< be best denvod from .art orderly 1nventory"\

system. .

| ® Auditors,: in_ accordanée with generally ac-
cepted accounting' prmc:ples,*usu&lly require
that an 1nveniory of all fixed assets (sites,
buildings, and equipment), be mamtamed

'@ Many State and Federal ftmdmg programs™

require that an inventory bg ; mamtamed of
certain 1tems purchased with program funds.

.Boards of- Educatron and/or LEA managers
“may requlre that certain spécial inventory
e systems be established beyond those required
to satisfy auditors and outside funding pro-
grams,.

In responding to these requirements, inventory
systems can-accomplish several objectives:

ability of an item; e.g., Is it in good working

" -
> . . )
- .

® To periodically check the condition and avail-

*’ﬁ\‘%

.

Ne-
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condition? ls it temporarily out of service?
Has it been stolen? °

® To make the staff of the LEA more account-
able for LEA property by direct involvement in
the inventory process and assignment of re-
) sponsibility for the control of certain items.

® To provide information necessary for niaking
operating decisions and- planning for the
future. Examples of some of the more com-
mon plénning and management activities are
presented inv chapter 3, pp 11-12 of this
handbook. Increased utilization of equipment
and reduced investment in’'new fixed assets
are two possible results of such activities.

® To provide information for preparing re-
qQuired jnventory lists and reports for audi-
tors, funding agencies, and the LEA. ,

Each LEA will have a different combination of

. inventory needs to’which it must respond and a

diffetent set of objectives it desires to accomplish.

At must design its inventory systems accordingly.

+ Two keys to operating an efficient and effective

inventory system are (a) deciding what items to

inventory and (b) selecting the proper inventory
methods. '

¢
.

N
a ' L

DECIDING WHAT ITEMS TO INVENTORY

\ Most LEA’s have an inventory system that deals
with equipment. Such systems (1) may focus on
' specific types of equigment, such as those pur-
chased with categorical (restricted-use) funds, or
(2) may encompass all equipment owned by, the
LEA. T
While it is imporfant to periodically inyentory
equipment items (the accounting and auditing

advantages in extending their inventory systems to
stocks of valuable supples. Such supplies might
include food, janitorihl supplies, or laboratory
chemicals. Potential benefits of intreased control
are usually greatest for those supplies located_in
\ " district-level warehousles, but can apply to su.p;il‘ies
in individual- schools if the supplies are of signifi-
cant value. - . )

As a general rulg) the rotal value of an item (or

L]

K

its designation as supplies or equipment in

.degi dehether or not to inventory the item.
N : - > » .
et T = ] v

profession recommends inventory controls for_\
most fixed assets), many LEA's also find distinct

roup, of like itemns) to.the LEA is more jmportant

e PROPERTY-ACCOUNTING

°

"AN INVENTORY IS THE BASIS FOR A
PROPERTY INFORMATION SYSTEM

Some LEA’s extend their invéntory system to
record more descriptive information than is re-
quired by the auditors or outside funding pro-
grams. The expected benefit is the availability of
more detailed information for planning and deci- -
sionmaking. purposes. Such an expanded set of
inventory records also car’ be thought of as a
property information system, since it contains
more information than is required to meet basic
inventory needs. ' .

" Of course, before an LEA extends its inventory
system to include either additional items or more
detailed information, it should weigh very carefully
the extra costs igvolved. Through proper planning
for the expansion of its property reco¥ds, many
LEA’s can gain additional benefits' while keeping
the costs of the'more complex property informa-
tion system in balance. - _

DECIDING BETWEEN GROUP CONTROL
AND INDIVIDUAL (UNIT) CONTROL

A major decision ift developing any inventory or
property information system is deciding how much
effort to devote to controlling (keeping track of)

‘each equipment or supply jtem. In general, each

item can be controlled in one of three ways:

quividual (Unit) "Control. This is the most
desirable form of control for equipment since an
individual record is kept gn each item. The condi-
tion and utilization of such items can be followed
closely, and more descriptive information on each
item can be recorded. On the other hand, individ-
ual control requires staff time and paperwork to
generate these benefits. Individual control is advis-
able, in general, for all but the lowest-cost eqﬁip—
ment items. Equipment items that might otherwise
come under group control but have a high theft or
casualty potential should also be considered for
individual control. -

o~

Group control. ‘Items falling igto this category
are of low individual value buf, when taken as a
group, are valuable enough to Ji‘fstify the cost of -
providing some type of control o§"er their security,
location, and condition. A group, should always
consist of identical or reasonably similar items.
Groups may vary in gze and specificity of the items

- -
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included. For exam'ple, an LEA might choose to
group its chairs in any number of ways: by size,
Style, yoom location, or building location. The
advant age of group control over individual control
is that far more items can be controlled* with
considerably less time and paperwork. On the
other hand, very little specxﬁc 1nformatnon 1savail-
able about any given item in the group.

Group control is most applicable td any equip-
ment item which meets all of the followmg condn-
tions:

8

-~

. [N

"+ 1.1t is a prece of equipment for which the

‘ relationships of individual maintenance cost

- to the original cost and other factors are not
critical in determining replacement policy.

i

2. 1t is a piece of equipment for which the
observance of individual performance and
othey individual characteristics are not criti-

. cal in determining replacement policy.

3.1t is the same as some other pieces of LEA
-equipment with respect to function{material,

shape, and size. .

4. 1t has no serial number given it by the manu-

facturer. N

The inventory control of supplies may also be

. thought of as a group-control process. While the
unit value of most supplies is usually too low to
justify control or recordkeeping on an individual
basis, the aggregate inventory value of some sup-
plies is significant. Such items might include food,
janitori_al supplies, gasoline, and ‘other fuels. When
applied to these types of supplies, group-coritrol
‘methodus sithilar to thosé used with equipment.can

\r

3
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reduce financial loss resulting from pllferage as-
handling, and overbuying or unﬁerbuymg

.

Little or no control. This category is tomprised
primarily of supply items that do not warrant
group control. ltems falling into this category are
usually of such ljttle value that the cost of imple-
menting procedures to monitor their use, location,
and condition are not justifiable. This category
rarely includes equipment itéms, since most LEA’s
are requited by law or encouraged by generalfy
accepted accounting principles to maintain either
individual or group records on all items of equip-
ment.

SUMMARY *

The level of control applied to any supply or
equnpment item is /depehdent on ‘the amoynt of
information the LEA desires about the item and
how closely the LEA wishes to follow The item’s
cond\uon and ayailability. Consequently, the level
of control directly affects the amount of time and

- effort spent in keeping track of the item. Individual .-

control offers the capabilify to closely track-a—
single item’s condition and availability, while
group control forfeits the opportunity to‘focus on -
an individual item. However, group control allows *
far more items to be inventoried with considerably

.less time and paperwork. The level of control

applied to a giver item, which can range from an
annual inventory to the tight security of a locked
tool crib, should be based on the relative impor-"
tance of the item to the overall operatnon of the
LEA and is usually in, direct proportion to its
purchase or replacement cost.

v
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Appendix A
GLOSSARY
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* This appendix contains definitions of property-
related terms not defined elsewhere in this hand-
book. Terms located elsewhere in the handbook
may be located through the use of the Index or
through the data-itemv classxﬁcatnons in chapter 4.

The Glossary is drranged ,alphabetlcall) and
includes a limited amount of cross-referencing.

Each definition that has_been taken, from
another handbook in the State Educational Rec-
ords and Reports (SERR) Seres is followed by a
parenthetical expression containing the Roman
nurheral of the source handbook. The letter “R™
following such a Rothan numeral indicates that the

a

BUDGET—A plan of financial operation em-

handbook is the revised edition. Insome cases, the _

definitions have been modified and are identified
as such. In all cases where a definition was availa-
ble in a previously published har“)k the most
recent source was used. ) r

ACCOUNTING—The procedure of maintaining
systematic records of transactions (happenings,
occurrences, events) relating to persons, objects,
or money and summarizing, analyzing, and
interpreting the results of such records. (VR,
modified) See also FINANCIAL ACCOUNT-
ING,

ALTERATION OF A BUILDING—Minor
changes made internally that do not involve
major structural changes. (l11) Sec also RE-
MODELING, RENOVATION OF. A BUILD-
ING, REHABILITATION OF A BUILDING,
“REPAIRS, and MAINTENANCE--

AMORTIZATION>(a) Gradual reduction, re-
demption, or liquidation of the balance of an
account recording to a specified schedule of
times and amounts. (b) Proviston for the extin-
guishment of a debt by\\g\eans of a Debt Service

- Fund (Sinking Fund).!

'National Committee on Governmental Accounting, Go-
ernmental Accounting, Auduing, and Financial Reporung.

bodied 1n an estimate of proposed expenditures
for a given period or purpose, and the proposed

" means- of financing them. The budget usually
consists of three parts. The first part contains a
message from the budget-making authority to-
gm asummary of the proposed expendi-
tures and the means of financing them. The
second part consists of schedules supporting the )
summary. The schedules show in detail - the
proposed expenditures and means of ﬁnancmg ‘
them together with information as to past years’
actual revenues and expenditures and other data
used in making the estimates. The third ‘part is
compoged of drafts of the appropriation, reve-
nue, and borrowing measures necessary to put
the budget into effect (IIR) See also CAPITAL
BUDGET

BUlLDlNG CODE—A systematic collection of
.the laws, rulés, and regulations of a governmen-
tal entity related to bulld\mg construction and
utilization.

- CAPITAL ASSETSOSee PROPERTY. See also
Capital Assets, p. 6.

CAPITAL BUDGET—A revenue and expenditure

- .property. See also BUDGET. ,

plan for the acquisitfoh and disposition of

~

CAPITAL OUTLAY—An expenditure resulting
in the acqulsmon of property or additions to
property that are presumed to have benefits for
more than | year. It js an expenditure for land
or existing buildings, improvements of grounds,
construction of buildings, additigns to build-
ings, remodeling of buildings, or initial, addi-

Municipal Finance Officers Association, 1313 East 601h Slrccl
Chicago, 111, 60637, 1968, p 153,
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tional, and replacement equipment. (IIR, modi-

S
CASH FLOW MANAGEM NT— Controllmg
the ummg and disposition
. pendlture obligations te'maintain. the best p()ssn-
ble financial position. -

. CHART OF ACCOUNTS—A list of all accounts
generally used in an individual accounting sys-

# - tem. In"addition to account title, the chart
includes an account number that has been
assigned’'to each account. Accounts [n the chart

are-afranged with*accounts of a similar nature;

“for example, assets and liabilities. (IVR)

! CLASSIFICATION—A systematic "arrangement

of items in groups with defined, like characteris-

. tics; or, one such grolip within a classification
systém. . -

CODING—A means of distinguishing among
itenAs and categories of information by assigning
numbers or other symbolic 5esxgnat10ns so that
thé items and categories are readily identifiable.
(VR) T -

-

N~

COMPARABILITY—The characteristic of ‘com-
monality among or between selected elements

- measured in terms of identical constants. The
accuracy of the measurement of the degree of

- omparablllty is usually dependent on the )

ber of constants applied. (IVR)

COST BENEFIT—Analyses that provide the
means for comparing the resources to be allo-
cated to a specific program with the results
likely to be obtained from it; or, analyses that
provide the meads for comparing the results
likely to be obtained from tix allocation of
certain resources toward the achievement of

: alternate or competing objectives. (IVR)

. COST EFFECTIVENESS—Analyses desiéned to
measure the extent to which resources allocated

- to a specific. objective under each of several

alternatives actually contribute to accomplish-

‘ ing that objective, so ‘that different ways of
gaining theg objective may be compared. (IVR)

DATA PROCESSING—The activities of collect-

. ing and organizing data, storing for future use, -

-

-

fied) See also ﬁpendle pAlO7. : M

' ~ .

- PROPERTY ACCOUNTING

EVALU'ATION-—The‘process of ascertaining or.
judging the valye.or amount of an action or an
outcome by caréful appraisal of previously
specified data in light of the particular situafion
and the goals and objectives prevxously estab-
hshed (IVR) ,

- &

EXPENDITURES—Charges . Yr;curred, whether
paid -or unpaid, which are presumed to benefit
the current ﬁscal year. (ITR— .

)

FACILITIES— See PROPERTY See also Facili-
ties, p. 6. - . ¢

-

L}

FEDERAL EDUCATION AGENC){—'See Fed-
eral Edutation Agency, p. 7.

FINANCIAL ACCOUNTING—The~tecording
and reporting of activities and events affecting
the money of: an administrative' unit and its
program. Specifically, it is concerned (1) with
determining what accounting records are tc be
maintainedi\h:w they, ‘will be maintained, and .

the procedyres, rgethods, and forms to be used;
(2) with recording, classifying, and summarizing ,
activities or events; (3) with analyzing and
interpreting recorded data; and (4)-with prepar-
ing and mmalmg repl/ts and statements that
reflect’ conditions as ofa given date, the results
of operations for a specific period, and the-

“ evaluation of status and results of operation in
terms of established objectives. (IVR) See also
ACCOUNTING.

»

FIXED ASSETS—See PROPERTY. Sec also
Fixed Assets, p. 6.
\

-~

INTERMEDIATE ADMINISTRATIVE . UNIT
—See INTERMEDIATE EDUCATION
AGENCY. -

INTERMEDIATE EDUCATION AGENCY
(IEA)—Ar administrative agency, smaller'than
the State agency, existing grily to provide ,
consultative, advisory, administrative, or statis-
tical services to local education agencies, or to
exercise certain regulatory functions over local-
education agencies.- An intermediate education
agency may operate schools and contract for

services, but it does not ex1st primarily to

-

\

’
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IToxt Provided by ERI

GLOSSARY

ki

there is a supervisory union board, the,union is’

icluded as an intermediate education agency
(adapted from the definition of Intermediate
Administrative Unit in VR). See also Local
Education Agency,p. 7. ' °

lNVENTO’RYJA detﬁed list or record showing
quantities, descriptions, values, and freQuently,
units of measure and unit prices of property on
hand_at’ a given time. Also, the cost of supplies
and equipment on hand not yet distributed to
requisitioning units. (IIR)  ° ®

LiEA~See LOCAL EDUCATION AGENCY.

LIFE-CYCLE COST—The total of all costs asso-
" ciated with owning ahd operating a building or
item of equipment, including costs of planning,
constructing, financing, operating, maintaining,
and disposing of the building or item of equip-

ment. Life-cycle costs may be either projected

. (i.e.. before the faat), or-actual \(i.e., after the
fact). !

\

[ - \
LOCAL. BASIC ADMINISTRATIVE UNIT
—See LOCAL EDUCATION AGENCY.

LOCAL EDUCATION AGENCY (LEA)—An
education .agency at the local'lev;l axisting
pnmanly to operate schools or to contract for
educational services. Normally, taxes may be
‘levied by such publicly operated agencies for
school purposes. These agencies may or may not
be coteyminous with. county, city, or town
boundaries. This term is used syronymously
with the terms “school district,” *school system”

_and “local basic administrative unit.” (IVR) See
also Local Education Agency, pp. 7 and 8.

LOCAL SCHOOL DISTRICT—See
EDUCATION AGENCY.

MAINTENANCE—Those activities concerned
with keeping the grounds, buildings, and equip-
ment at their original condition of completeness
or efficiency, either through repairs or by re-
placement of property (anything less than re-
placement of a total property unit). (This defi-
mtion is identical to definition of MAINTE-

%OC_AL

NANCE OF PLANT inlIR) See alsoREPAIRS.

OPERATIONAL UNIT—A separately btdgeted

subdivision of an LEA established to carry outa

ERIC. 106

major objective or group of objectives. suchasa
school, the transportation umt. or the athletic
department. (IVR) .Y

A}
1

PERSONAL PROPERTY— Property of any kind
except,real property. It may be té[}gible (having
physical existence) or intangible (having no
physical existence, such.as patents; inventions,
and copyrights).2 See also REAL PROPERTY;
and Movable Equipment, p. 99.

PLANNING—The selection or identification of
the overall, long-range goals, priorities, and

objectives of the organization, and the formula-*

tion of various courses of action to be followed
in working toward achieving those goals, priori-
ties, and objectives. (IVR) v

.
‘

PROGRAM —A plan of activities and procedures

" designed to accomplish a predetermined objec-

tive or set of allied objectives. (IVR) -
. . - )

PROPERTY—Sites, buiﬁings, and "equipment,
both built-in and movable. See.Site, p. 42;
.Building, p. 48; anq Equipment, p. 75 and p.
97 i . A ~

\ N

PROPERTY DATA—Specific items 6f informa-
tion about [and, buildings, +and equipment,
usually organized in a file as part of.a propcrt'y
accountmg system. * ,

e
3

PROPERTY RECORD—Acolléction of property N

data where information abeut a particular prop-
erty item or group of items may be found.'A
property irecord may take the form of‘a file card,
a looseleaf” page, one or more key-punch cards,
or data entries on a magnetic tape or disk for
computer usage. ~. .

REAL ESTATE—Land, improvements to site,

" and buildings; reakproperty. (IIR)

REAL PROPERTY—See-REAL ESTATE,

REHABILITATION OF A BUILDING-=-The

general overhauling of a coglplete building or

’ . : N
*Federal Management Circujar 74-7¢Attachment N ~ Gen-
eral Services Admunistration, Office of Pederal Management
Policy, September 13, 1974; also codified ip the Code of Fedgral
Regulations as 34 CFR 256. FMC 74-7 s essentially the same as
OMB Circular A-102. ' )
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) major section thereof to better adapt it for
continued use for the schiool program or a
- I different type of oc@cy. (111) See also AL-
' TERATION OF A BUILBING, REMODEL-

ING, REN@VATION OF A BUILDING, RE-
PAIRS, and MAINTENANCE

)

4

REMODELING——Any major permanent struc-
tural lmprovement to a building. It includes
« changes of partmons roof structufe) or walls.
Repalrs are not included here but are inciuded

’ under ‘maintenance. (1IR) See also ALTERA-

TION OF A BUILDING, REHABILITATION
OF A BUILDING, RENOVATION OF A
BUILDING, REPAIRS,
NANCE.

RENOVATION OF A BUILDING—The renew-,

ing of a building or part thereof without chang-
ing structure, funetion, or design. (I11) See also
.'ALTERATION OF A BUILDING, REHA-
BILITATION OF A BUILDING, REMODEL-
ING, REPAIRS, and MAINTENANCE. -

- ¥
R‘EPAIRS—The restoration of a givem~piece of
equlpment of a given building, or of grounds to
‘original condition of completeness or efficiency
from a worn, damaged, or deteriorated condi-

tion. (llR) Seealso MAINTENANCE

=~ ¢ ——

SCHOOL PLANT—The site, buiklings, and equip-
ment constituting the physical facilities uséd by a

. single school or by two or more schools sharing

, . theuseof common facilities. (IIR)

.

, SGHOOL SYSTEM——A]} the schools and sup-
porting services control

Education Agency, pp. 7 and 8 ¢ a,

. SEA—See STATE EDUCATION AGENCY..".

STATE—A ‘term that applies to the 50 States,
outlying areas, the Trust Territory of the-Pagific
Islands, and the District of Columbia. (VII)

- STATE BOARD OF EDUCATIQN—The legally
. constituted body having the major responsibil-

ity for the general supervision of elementary and

. 'secondary egucation in the State. This board

’

and MAINTE--

v

ed by a board of educa-
_tion or by any other organization that gperates - -
one or more.schopls. (VR) See also Locgal

. ' . PROPERTY ACCOUNTING

‘ )
may also have total or partial responsibility for

the supervision of higher education. (IVR)

STATE DEPARTMENT OF EDUCATION—AnN

organization, composed of the chief executivé .

officer (chief State school officer) and staff, that -~

exists to conduct. the work delegated to it by
law. (IVR)

o

STATE EDUCATION AGENCY (SEA)—The
orgamzation established by law for the primary

purpose of carrying out at least a part of the . -

education responsibilities of the State. It s
characterized by ‘having statewide jurisdiction
and may be composed of a State board, chief
execytive officer, and staff. Some State educa-
tion agencies may lack one or two of these three
elements, but in any case there must be either a -
board or a chief executive officer. The term
“commission” is sometimes used synonymou
with “board.” (IVR) See also State Educati‘
Agency, P 1.

STATE EDUCATION AUTHORITY—An or-
ganized and offigially constituted group of indi-
wviduals or an individual responsible, for policy
decisions related to constitutional and legisla-
tive provisions pertinent to educauon i’ the
State. (V1I) N

SYSTEMS ANALYSIS~ Activities involving the
search for and evaluation of alternatives that are’
relevant to defined objectives, based on judg-
ment, and, wherever pqssnble on quantntdtwe

. met‘?ods the development of data-processing
procedures or appllcatlon to electronic data-

processing equipment. (IVR)’ |

TEACHING STATION or TEACHER STA-
TION—The space .allocation required to ac-
commodate g teacher (or teachers) and 4 group
-of students durmg mstructlonal activities, The -
amount and charactenstlcs of the space in any
teaching station will vary according to subject-
matter area and lpcal or State policies or stan-

dards on student/teacher ratios or students per ‘

‘square foot. (b) The specific location and actual
equipment (i.e., desk, lectern, demorls;rﬁ?tion*
table) required by a teacher \: carry’ as-
signed instructional activities with a group of
students.

-

. . .’ a .
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Appendix B

CAPITALIZATION .

. Capltahzatlon is the act of recordmg the \alue
of an item of property in the General Fixed Assets
Group of Accounts or in the appropriate fqnd on

the- LEA’s Balance Sheet.' The value recorded for ™

tht item should be its “[original] cost, or;estlmat
[original] cost if the original cost is not available,
or, in the case of gifts or contributiohs, at fair
market value at the time received.”

> N ,

CRITERIA FOR R

_CAPITALIZING PROPERTY

Capitalization - apphes only to items. with a
useful life greater than | year. ThlSé includes all *
sites, buildings, afnd equipment, but excludes sup-
plies (see chapter 7, p. 97 for the distinction
between-,equipment and- supphes) Also improve-
ments to sites, buildings, and equipment tan be
capitalized.” Improvements are gerierally thought of
as any alteration, rénovation, or rehabilitation of a
fixed asset that exténds the ‘life. of the asset or
JOtherwise provxdes bedefits for more than | year. A
list of many of the items. categonzed as improve-
“ments to-sttes.is presented in the definition of data
item, 129 Nature' of Site Improvemem on
“ pageds. - ‘

jummanzmg the foregomg statemems an lt/m
ca shoufd be -capitalized if it is: g

e
site X . ’
- 2 abuilging, / /
3."an equipment item (as defmed in chapter97
page 98), or
4. an improvement to a site, building,,or eq "
ment item,

'Financial accounting for fixed assets 1s discussed 1n detayl in

" Wandbook II-B, pp. 220-228. See appendix E for full biblio-

graphic information on this handbook

2AICPA Commujtee on Governmental Accountng and
Auditing,” Industry Audit Guude.. }udus of State and Local
Governmental Unus. New York Amkerican Institute of Cem-
fied Pubhc Accountants, 1975, p. 17.

Ld
-~
.

CAPITALIZATION ARD
CAPITAL OUTLAY <,

Since the use of the’ term “capital outlay” varies
from State to State, there is no uniform relation- ]
ship betwéen the terms “capital outlay” and “capi-.
talization.” In a funding sense, capital outlay may
refer to a portion of the budget specified for
restticted use. For example, many States restrict
_part of their minimum founda\uon aid to capital
“outiay expendltures such as equlpment and im-
provements to’ bulidmgs Iman accounting senge, -
capital outlay may refer to the way a particular
ex-pendxture transaction should be classified. For
*‘example, in a financial accounting system based on"
Handbook IIR, «Capital Outlay is -one of the
_principal categories under the Object dimension. ,

«_ When the term capital ‘outlay is used in"the
accountmg sense as outlined in‘Handbook IR, its
felationship to tht term capitalization is' sgralght-
forward: all 1te{ns classified uhder the Capltal
Outlay category in“the Object dlmensmn are fixed
assets and all fixed assets shoul\be capltalnzed

Whep ctapital outlay is used to denote’ funds
with restricted use, its relationship to 'the term

_capitalization i§ not always as simple. Some States

restrict the use of capital outlay funds (also re-
ferred to as capltaqurxllas, capital grant funds, and
bond funds) to fixed assets only. Some further
restrict use to equipment: only? or-gqunpmcnt and

bmldmg@provements Other. States extend the -

use of capital outlay funds to include more than .
(Bxed assets, such as supphes and mategjals re-
quired to prepare a newly constructed building for °
openihg. In this and similar cases, the LEA would
normally capitalize only the fixed asset items. «

In su mary, all fixed-asset items should be
capnahzed and should also be classified undér the
Capltal Outlay object in accordance ‘'with Hand-
.book IIR 3 However sdch items may or may not

'See appcndnx E for full bibhographic mformanon on
\Handbook IIR.| | « . - “
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“Appendix C

DEPRECIATION

" The National Committee én Governmental
Accounting defines defifeciation as the expiration
in servjce life of fixed assets, other than wasting
assets, attributable to wear and tear through use
and lapse of time, obsalescence, inadequacy, or
other physical or functional cause.

NCES encourages all State and local education
agencies to investigate ways of using deprecidtion
information to enhance the important process of

calculating the total costs of education pr\ograms .

and services. The following excerpts from the
. AICPA’s (American Institute of Certified Public
‘-Accountants) Industry Audit Guide: Audits of
) State and Local Governmental Units' may be of
“Ninterest to those States and LEA’s wish'ing to
investigate the topic further. The reader, should
bearuin mind that this document was published in
/1975, and that revisions of the concepts or state-
ments quoted below that may have occurred since
1975 have not been reflected.
Plges 17-18 in chapter 2, “Accounting Prmcr-
‘ples and Concéqts, state:

With respect to dcprecratron of general fixed

dssets, there ‘are fwo reasons for a renewed

interest in the subject. One is the increasing
trend in the number of governmental grants,
both of fedetal {0 state and local, and of state to
local, which allow depreciation as a reimpursa-
ble cost. Anothet is the needto marshal all costs
including depreciation for the purposes of meas-
_uring cost of governmental services and evaluat-
ing the efficiency of programs.
. E]

There are four Teasons for computing deprecia-
tion for governmental-units: (1) profit measure-
ment for enterprise and intragovernmental ser-

vice funds, (2) cost accounting for services and -

-

TAICPA” Committee on Governmiéntal Adcounting and
Auditing, Industry Audit Guide: Audits of Staie and Local,
Goverrimenial Unus? New York: Amenican Inétitute of Certi-
fied Public Accountants, 1975. A

Aruitoxt provided by Eic:

« programs, (3) as a cost to be included in the
basis for reimbursements or grants, and (4)
systematic amortization of cost to recognize use
or obsolescence. Granted these reasons for
computing depreciation, however, maintaining
such information and including it in financial
statements involve separate questions.

Depreciation should be recorded on fixed assets
finhnced primarily by charges to users, such as
those includ¢d in enterprise and intragovern-
mental service funds.»With respect ta general
fixed assets in a general fixed assets group of
accounts, some finantial statement users‘may
prefer that depreciation be computed and re-
ported even though such amounts are not a
charge again$t any fund. A¢cordingly, as long as
original cost or other appropriate amouxts are
maintained and reported, there is no. objection.
to reflecting an allowagice for depreciation in the
general fixed assets grou{of accounts with a

~'corresponding reduction fn the amount shown
as the inveStment in such assets. Where the
amount sh&vn as the investment in such assets
is categorized by source of mvestmem the
reduction may be shown as a reductron of the
total of such categorres

In addition to the Industry Audit Guide, Audits
of State and Local Governmental Units, referenced
above, AICPA has published other documents that
address various aspects of depreciation, including
Accounting Prmcrples Board Opinion No. 12 and
Accounting Research ' Bullekins 33, 43, and 44
(revised). Other sourcés of written *fhaterials on
depreciation policy and practice may’'be located
through State and local CPA organizations and
through the Municipal Fmance Officers Assocra-
tion in Chicago. .

The inclusion of depreciation-related data items
in chapters 4 and 5 of this handbook should not be
interpreted as a requirement that depreciation *




-2

H

information should be calculated or recorded in
the property files (or in the school finance files).
The presence of these data items suggests that they
_are pofentially useful to LEA’s, and provides

T 110

v

unifornd terminology and definitigns for those
o LEA’s that wish to maintain such igformation.
e For those agencies interested in % deprecia-
tion techniques, the following general guidelines
- R may be‘of assis}ance. -,

® Depreciation applies only to buildings, site
improvements, and equipment; land is never

depreciated because it is not tonsumed in use. Y ]

The most common depreciation method used
is the gtraight-line method. In this method,
the annual amount of depreciation is calcu-
lated by first subtracting the salvage value of
the item from its acquisition cost ahd dividing
the difference by the anticipated years of
. useful life. The salvage value.qf an item is its
expected market value at the end of its antici-
pated useful life.

An addition to a building can best be depre-
ciated separately from the building to which it
iCattached. It is easier to do this if the

’

"

\)‘ * ¢

ERIC , T

Aruitoxt provided by Eic:

'
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building addition "has .also been capitz;lized
(see appendix B) separately.

oA renovation or rehabilitation can be depre-
ciated by adding the costs of such renovation
or rehabilitation to the book value of the asset
(that is, the value remaining after accumu-
lated depreciation has been deducted from
original cost), deducting the anticipated sal-
vage value of the renovated or rghabilitated
asset, and dividing by the balance of the
extended useful life.

e

® No item should ever be depreciated below its
salvage value. However, adjugtments to dé-
preciation may be made if the anticipated
salvage value changes during the life of the
asset. <
An additional discussion of depreciation isv
presented in Handbook IIR,? pp. 66-68, in’ the
sections on Operating Cost, Building Use Cost,
and Equipment Use Cost.

*

[y

!See appendix E for a full bibhographic reference to Hand-
book 11R.




IR . .

f ¢ [

\.«

A large number of individuals were involved in
the development of this handbook. Over 100 per-
sons attended national and regional conferences as
representatives of the nine national professional
organizations and various State and Federal agen-
cies. Others served as consultants to the contractor
or on special review committees. Many other indi-

viduals who reviewed handbook materials chan-.

neled their contributions through these ofganiza-
ti(;nal réprésentatives or committee members.

It would be impossible to list’ here the name of
eyery individual who made an 1mportant contribu-
« tiofrto the handbook. The organiaations and people
hstep below, however, deserve special recognition.

AMERICAN ASSOCIAT‘IO_N OF COMMUNITY AND JUNIOR COLLEGES
Edmund J. Gleazer, Jr.

President:

Project Delegate: " Peter Krupczak

" Triton College
River Grove, Il

.

-

-

AMERICAN ASSOCIATION OF SCHOOL ADMINISTRATORS

Paul B. Salmon
Frank E. Delavan

Executive éecretary
. Project Delégate:

' .0 :
-y , \ -

, ~ Appendix D
. © . ACKNOWLEDGMENTS

\ *  Assistant Vice President, Business Management

«

Nine national professional organizations, repre-
senting a range of interest areas in education from
* finance to architecture, agreed to serve on the’
National Planning Group. Each organization was
asked to appoint a'special project delegate toattend
\:ree 3-day advisory meetings, spaced throughout
the project schedule. Inaddition, each orgamzatnon
through the efforts of the delegateand the organiza-
tion's leadership, recommended representatives for
the 10 regional review meetings. The}' llowing lis
<identifies eac}:1 of the fline orga nizationg\along' wit
the name of the executive officerand the {Iame and
the title of the project delegate. Individuals are ligted
according to title and location at the time' of heit
participatiqn in the project.

[
-

™ \ T, /

/
/.

X Manager, Building Program Management Team . - - -
) Sacramento City Unifted School District ‘
~N Sacramento, Calif, . PR
AMEBICAN lNSTlTUTE OF ARCHITECTS
NATIONAL COMMITTEE ON ARCHITECTURE FOR EDUCATION ¥
President: "+ Samuel A. Derietix™ ,
Committee Chairman: Wendell V. Locke
Project Delegate: ‘Wendell V. Locke R
' .o + Locke Wright-Foster / o
Oklahoma City, Okla.
Alternate Delegate: .ll?mes Lynch e '
- ynch, Payne, Champion, Barnaby, Inc. :
* . Des Moines, lowa ) Y .
’ : \ T
- ‘ » ! " “ \ ! ' ‘ \ '
, = h 1 1 2 > ! . . -~
. \ ,\ 1 ‘
1 ! \
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ASSOCIATION FOR EDUCATIONAL COMMUNICATIONS AND TECHNOLOGY
Executive Director: - Howard B. Hitchens
‘Project Delegate: . C. James.Wallington
N ’ Director of Research and Commumcauons ‘ .
Association.for Educational Communications £nd Technology
. . WashingtonpD.C. +.
L ., .
- ASSOCIA'I;ION FOR EDUCATIONAi DATA SYSTEMS/
. President: «  Thomas J. McConnell, Jr. '
chﬁe\c:t Delegate: - Thomas J. McConnell, Jr.
. " Director, Computer Center
", -Atlanta Public Schools
Atlanta, Ga.
ASSOCIATION OF SCHOOL BUSINESS OFFICIALS
OF THE UNITED STATES AND CANADA )
Executivé .Director: Charles WJ Foster o
Project Delegate: - ‘Creta Sabine R “
. ssociate Professor of chucauonal Administration
- éhnors State Umversrt)/ '
T ormal, Ill. / ‘.

-
COUNCIL OF- CHIEF STATE SCHOOL OFFICERS
COMMITTEE FOR EVALUATION AND NFORMATION SYSTEMS
Executive Secretary: Byron W. Hanst rd
Comniittee Chairman: James E. Mitclg i .
Project Delegate: . Mit il)l S .

Associate Superintendent, Planmng and Management Informauon
Department/of Public Instruction

S

. g

* COUNCIL OP‘*EgUCATIONAL FKCILITY PLANNERS, lNTERNATIONAL
Executive Dire Dwayn¢ E. Gardner
Project Delegate: = Donald O. Bush )
.- Profegsor of Educational Administration ’
Cen al Michigan Umversrty
Mofint Pleasant, Mich®

NATIONALISCHOOL BOARDS ASSOCIATION
Executive Director;  "Harold V. Webb  °
Project Delegate; Omar Blgir

. ' /School Board Member

/ School District No. One

®

Denver Colo. .

-

ihroughout the devel/ pment of the handbook: N . ;
C William Brub er . Charles E. Trotter / Y

Vice President '/ : Director, School Planning Laboratory
Perkins-and Wij o Univetsity of Tennessee
Chicago, I1}.. Knoxville, Tenn. !
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E. Ray Holt /  + Dayid Whitetiead -
' . Assistant Superintendent, Department " Superinteadent , . "
of Business Affairs " Paducah School District . -¥
Memphis City Schools N Paducah Ky. ‘ Vo ’
Memphis, Tenn. ' . - T . %
‘ » . S ' P o . s,

[N 3

The following individuals participated in the serigs of ten regional review meetings conducted in the
Summer of 1976. These individuals were nominated by one or more of the nine participating profes-

sional organlzatlons The meetiffgs were held in July and Augusf i in the followmg cmes . ‘
) Atlanta o : Harrisburg, Pa. .-
Boston, Mass. ) 4 Kansas City, Mo. . ;
. Chica %Ill . . ! New York, N. Y.
, Dallas%“l' 5 ) San Francisco, Calif.
Denver, Colo. ., . Seattle, Wash. 3 ' co
* \ . " " . ’ )

~ ' “
-

N
- - ~

L4 ' '

Dr. Keith E. Bernhard

Tw

. : & . .
Individuals are listed according to title ‘and %ocatign at the time of their participation in tk}g project.
. .Ad O. Acers

Manager, Information Systems ‘ ' ’ Assxstant Professor, Degt. of Educatlonal
Oklahoma State Department of Educauon * Media angd Technology

Oklahoma City, Okla. University of Toledo

Williant S. Adams X Toledo, Ohio

‘,i Assistant Superintendent RPN
DeKilb County Public Schools
. Decatur, Ga. -

“Henry l. Binzer
Associate in School Business Management~ *
New York State Education Department

John A. Barker, Jr. i Albany, N.Y. .
. Management Analyst 111 i
Georgia State Department of Education” / James O. Bliss -~ .
\ Atlanta, Ga. . ] . A ) Supervisor of School Finance -
Guy V. Bames Missouri Depagtment of Elementary

. . . and Secondary Education
_ Superintendent, Accounting Services Jefferson City, Mo

Shawnee Mission U. S. D. #512 ' « ' 10. -

o Shawnee Mission, Kans. . Samuel V. Brock ) , .
Dr. J. Milton Beck ‘ Coordinator Physical Plants
, Specialist in Facilities Planning "o Dallas County Community College District
-and Utilization E M Dallas, Tex.
California Community Colleges . Lo
: Sacramento, Calif. ) _ Oliver S, Brown
'J. Jérry Benson ' Assistant Superintem‘ient, Business. ‘
Assistant Superintende t for Business Affairs Mar}ggement Services , C
N Mobile County Board pf School Commissioners Camquge School Department
Mobile, Ala. ; Cambridge, Mass. .
. * Richard H. Bergman R "¢ C. William Brubaker 7
Ve Direttor of Data Processing Senior Vice President
* Milwaukee Public Schoolg ; _Perkins & Will Architects "
O -Milvaukee, Wis < Chicago, Ill. .

ey
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David»’E.»«Bn;ce e
School District Number 11
Colot'gdo Springs, Colo.

.Dr. Lyle R’ Bruss

.~ Chairman, Education Committee
" Green Bay Board of Education
Green Bay, Wis.

James-L. Cabe, Jr.

Food Program Specialist
USDA - FNS

Atlanta, Ga.

Wade Carlson

Board of Education

St. Vrain Yalley School District RE- lJ

Erle, Colo. '
e

" Marilyn L. Carson _ i
Director of Data Processing, RECAP
Office of the Santa Clara County
Superintendent of Schools
, San Jose, Calif.

James E. Champagne

Assistant Chief Accountant

East Baton Rouge Parish School Board
Baton Rouge, La.

Judge B. M. Miller Childers
" Chairman, Selma City Board of Education
Selma, Ala. R

Fredrik M. Christiansen -
State Director

State Department of EducatIon
St. Paul, Minn, .

Carl R. Clark

Manager of Systems-and Programming

Texas Education Agency >

Austin, Tex. "

Eugene W. Clear

Property Control Officer

State Department of Education
Atlanta, Ga.

Thomas Cdoper . ‘ .
* Director; Facilitie3 Planning -

Northshore Schools ’

Bothell, Wash. .

Homer R. Crow

Assistant Director Business
Aurora Public Schools
Kurora; Colo. . S

rvices

. - -

>

°

Thomas E. Delbridge .
Educational Director, Vocational-Technical
Education .o
Tennessee Department of Education .
Nashville, Tenn. )

Joseph A. DePalma

(Retired) Assistant Superintendent
South Huntington

Huntington, N.Y.

Harold Deselms

Director, Field Services

Nebraska Department of Education-
Lincoln, Neb.

Ryland Dishner
Assistant State Superintendent
State Department of Education

Richmond, Va.

Harold Doape

Director, Division of Statistical Services
Kentucky Department of Education
Frankfort, Ky.

Diane Dondero P .
School Board District #203 Naperville
Naperville, II1. N

_ Ivan Downs

Chief, Division of School Accountmg Systems

Pa. Department of Education, Comptroller’s Office
. Harrisburg, Pa.

. Donald A. Fantini

Committee Member
Cambridge School Comm.
Cambridgex Mass. -

Norman H. Finkelstein

—Coordinator of Audiovisual Communications

Brookline Public Schools
Brookline, Mass.

Michael A. Finkelston
Agcounting Supervisor
‘Dallag Independent School

Dg.uct

‘Dallas, Tex.

James Fitzgerald %‘\'
Member, Cambridge School Commlttee
Cambridge, Mass. . . {\
Dr. Charles W. “Chuck” Foster

Executive Secretary

Association of School Businesg Ofﬁc:als
Chicago, III.

5,
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ACKNOWL‘EDGMENTS 3.0

”Cheyenne Wyeo.’
' Dr. Minamtit‘Galey

s'. ’ .

0“3;'

. Assistant Supermtendent
Department of Educatlon

’

Professor* .
Temple University
Philadelphia, Pa.

Dr. Leqpard D. Garlick

Consultant in Systems and Development
Maryland State Department of Education
Gockeysville, Md.

Margaret S. Genn /%
Assistant to Superintendent for Business
William Penn School District
Lansdowne, Pa.

Carlo Giacone, Jr. ]
Systems Analyst :

East Baton,Rouge Pansh‘School Board -
Baton Rquge, La.

Tom Glass € S

- Assistant Professor, Education Administration

College of Education
Pullman, Wash. - . i .

Paul Glick

Comptroller

District, 205 ’
Elmhurst, 111,

Danny Grammer LA
Accounting Inventory Clerk
Dallas Ind. School District
Dallas, Tex.

Ben E. Graves
Consultant
Wilmette, Ill.

John M. Greenly

Education Statistics Associate
Pennsylvania Department of Educatxon
Hamsburg, Pa.

Charles R. Gustafson .
Assistant Director—Property Accounting -
Jefferson County Board of Education ‘
Louisville, Ky.

) Rxchatd'W Harclerode

Board Member, wang Townshxp, New Jersey

Trenton, N.J.
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Ross Hodel

Assistant. Administrator of Finance -
Illinois Office of Education }
Springfield, Il -

Dr. William J. Horie
Superintendent

Eau Claire Public Schools
Eau Claire, Mich. . - <, ,
Dr. Hilda L. Jay

Media Specialist ~

Ridgefield High School

Ridgefield, Conn.

-

Jof\n B. Johnson : B

- Director, Instructional Communications Center

I3

Governor’s State University
Park Forest South, Il

Leonard T.*Jordan

Architect

East Baton Rouge I Pansh School Bqard
Baton Rouge La

. Philip T. Kelly , . ’
Superyisor—Finance Office
South Carolina State Department of Education
Columbia, S.C.

>

»

.

Ronald Kelton :
Consultant; School Finance and Data: Services
Colorado Department of Education

Denver, Colo.

-

George A. Knight |
Associate Superintendent

Houston Independent School District
Houston, Tex. -

‘

Frank Korman

Supervnsor of Media and Research Servnces
Mountain View College . ) .
_Dallas Tex.

Paul R. Landgon

Vice President

Columbus Board-of Educatnon
Columbus, Ohio

Rolland-Larson

Director of School Construc\ion
Department of Public Instruction

Bismarck, N. Dak.*
v , \

, , .
-
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- * ‘William R. Laughlm
* . Associate Superintendent, Busmess

o Charleston County Publi¢ Schools S C
Charleston S.C.

Steve Leggett . -
; Accountmg Systems SpeCialist © -
7 " Jefferson Cqunty Public Schools -
C Lakewood, Colo. ;-
‘Raymond J. Lewandowski - o
Director of Accounting, R !
Mrlwaukee Public Schools
Milwaukee, Wis.
» &
Irvmg Lreberman .
- Professor .

’ Umvers}ty of Washmgton
Seaale 'Wash. a Y
Charles P.’Lloyd -

A Admrmstratpr External Support Services

. Utah State Board of Education -

Salt Lake’ Clty, Utah

Walton Luttrell o s

Director Planning and Construction Umt

Kentucky Department of Educathn
- Frankfort,;l(y

Evelyn D. Lyon

Property Accountant
Denver Public Schools *.
Denver, Colo. '

J. A. MacDonald
Food Program Specialist

. USDA—FNS -
Atlanta, Ga.

1
Othello Maisto

Accountant .
New Jersey Department of Education
v+ . Trenton, N.J. .

J. Lee Maren
- Director of Accounting

' Jefferson County Schools
Lakewood, Cdlo.
Arnold M. Marous

Regional Sales Manager :
Industrial Appraisal Company -
Chicago, 1.

! Arthur J. MgCann

. - » -
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ol e PROPERTY ACCOUNTING
- - . ‘ A -
- . Paul W. Marsh *
Media Instructor .
- .Montana State Umvérsrty ) .
Boi’eman Mont.

Charlés L, Maxwell

Business Manager

*-Prescot{ Whified School Dlstrrct #1
‘Prescott Ariz.

L

-

r Chref Statistics and Information :
- , Vermont epartment of Education \.-
Montpelier, yl'.
. H. Thomas Mc¢Cray
' _Treasurer ~
" Cabell County Board of Educauon
Huntmgton W.va. ..

» William G. Mcan : ‘ .
Dean

s 3
Sdhool of Archl(eqture '

d ssissippi State University, Miss.&

¢*  Roland Mergener

v+ Director Audiovisual Department

.Rhode Islarid College
Providence, R.I.

>

Frank A. Mestek

Assistant Supervrsor—Department of Controlier
*.Denver Public Schools .

Denve‘r:.Colo. ot R

-l

’
. Carlton L, Milby’
- President—Indep. Board of Education .
Indepgndence School District
- Independence, Mo.

Py

» Howard L. Miller y
Director School Building Serviges -
Missouri, State Department of Educgion

- Jefferson Crty, Mo."

Ralph W. Moyer ,

Business Admrmsﬁ'ator

"State College Area School District
State College, Pa., oo

‘Clifford Ar Nahser
*School Architect ~ )
- Atlanta Public Schools
Atlanta, Ga.
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e Mnlton “LeRoy” Newpont}

Busipéss Manager

Admmistr{n}e School District #1, Deschutes

County L
.Bend, Oreg '

" Dr. gack Nichols’ .
State Supervisor of- Schgol Planning .
Department of Public structlon

- Dover Del . ¢ N, ‘

Richard A. Oakes .
+ Assistant Directot of Adrmmstratlon
Department of Educatlon-——Dlvxsxon ol'd
- Occupational Education ° .
Boston, Mass. )

~

A

4 »
<

&

-

]

¢ - ’
James Oszfolk e
~ Chief Auditor ., « <
New Jersey’State Department of Education
Trenton, N.J. L
Dr. Stanley W. Ovaitt . v

Specialist in Educational Fac:lmes Surveys
Department of Education, State of Flgnda

Talfahassee, -Fla.

Eugene E. Paquin .

Cobordinator Audiovisual Servnces
Warwick School Department
North Smithfield, RI. - —  °

S

Richard J. Penrod T a
.Finance Officer o :
Alaska Department of Educatlon
Juneau, Alaska R

S

Paul Perry N

Accounts Payable, Spegial Services Supervisof Normal 1L

Clover Park School District #400 \ .
Tacoma, Wash, \

- Bop P¢lski -
Assistant Internal Auditor

-

Q

°

Denver Public Schools . .

Denver, Colo. - 7(

Roger L. Pscherer
Associate Director, Office Instructlonal
Resources Dev.

¢ e 17

Dr. W. M. Reineck .
Director of, Purchasmg . o ) 8.
. Los Angeles Unified School Dlsmct

Los Angeles, Calif. .

.

i Gerglﬁ Robinson
Assistant Superintendent, Ad iniStrative

Setvices§ @ v
Des,Momes Ind. Comm. School Dlstnct
" Des Momes }owa > '
H H. Roth L
Administrative Assxstant ssistant Superin- b
tendent m.Chargzof usiness Services “
School District #11 D
~ Colon:ado Springs, Colo/ oo r
Jon G. Rowland ’ ~
Consultant in Finance’
Oakland Schools
Pontiac, Mi¢h. -~ - '
ontiac M:ch . -
Dgnald E. Russelt < . §
Director of -Irifortation’ Systems
+  Department ‘of Public lnstructlon s -
Madlson WlS p - .
\ * // “ ~ -~ d
“Robert R. Ryan Con . T

°

Clerk-Treasurer

* + Mad River TownshxpvPoard of Educatx@!b .

V.
A
»

-

ﬂ\. )
LS RN

~

Dayton,_ Ohio , .
~Greta D. Sabine, Ed. D .
. Associate Professor, Educational Admlmstratlon
Hlinois State University

~

4

Stpve Salmon
'Administrative Assxstanthr Busm s Semces
Cobb County, Schools - i
Manetta,(}q,. '. e

i;§

IA ~ o * . ’ : 1
Louis .E' "Schoffstoll’ N2

Director of Purchasing -
DallasCount*Commumty College District - . -
‘Dallgg, Tek.

v

. University of Illinoi t PRV 4 .
Ch;c‘:/:;l ylll mor ~ . %’?gard Alderman Scon .
’ T ,, ector Tt e C

A. Dewey Randolph, Jr.

State Department of Education
Charleston, W.Va. :

d-

¥

, ‘, ;, Instructional Matenals Center; School
Consultant Internal and School Acéounting

118

* of Education
#  Winthrop College -
Rock Hijll, S.C.” - . . »
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_T. G. Scott, Jr. oo .
Administrator School Plant Services 4
Georgia State Department of Education
Atlanta, Ga.

Lewis B. Shallcross . )
Director of Supply Management

" School District of Philadelphia
Philadelphia, Pa. -

Paul W, Sheibley . .
Property Control Officer -
Schoo} District #186 -
Springfield, 111,

Richard R. Shock

Supervnsor of Accounting and Data yrocessmg
West Covina Unified School District

West Covina, Calif,

Kenneth N. Smarsh .
Manager of Systems_and Pr‘ogramming
Wichita Public Schools

Wichita, Kans. . !

. Donald R. Smith .
Director of Media Services
Moorestown High School °
Moorestown, N.J.

Joseph T. Smith, Ph.D. .

Assistant Professor of Educational
Administration , .

School of Education

Valdosta State College

Valdosta, Ga.

.

Smith Sparks

Admlmstratlve Assistant, Dmsxon Adm
and Finance —

Mississippi State - Départmeht Educatlon

Jackson, Miss. B

James W. Stepfiens
Dnrector Pers6na¥ P:roperty Management

% Shinessee State Department of Educatnon
a§hwlle Tenn

Leongad Sturm

" Assistant Céhtroller
Houston Independent School Distgict
Houstm!'l’ex'.'

Charles R. Syfrett ;
Specialist, District Management Services
Florida Department of Education =
Tallahassee, Fla. 4 T
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Floyd D. Taylor .
Business Manager \ :

Yankton School District 63-3 .

Yankton, S. Dak. ,

" Redwood Taylor .
. Director of Finance for School Food Services

Kentucky Department of Education
Frankfort, Ky. -

¢lifford Thompson -
Accountant »
Dallas Ind. School Dlstnct

.Dallas, Tex.

Darrel G. Thorp ™

Director of Plant Faeilities

Wichita Public Schools (USD #259)
Wichita, Kans.

Kojchi Ha ry Tokushige
Assistant Superintendent Business Services

* State Department of Education—Hawaii

Honolulu, Hawaii

~

Dr. Leo P. Turo ]
Director Bureau of School Management Services
Massachusetts Department of Educatlon i
Boston Mass. .

Mrs. A. Shirley Tyler -
President ’

Vermont State School Directors Association
Brattleboro, Vit . /

<

_ "Connie R. Vigil

Supervisor, Department of Material Control

“Denver Public S¢hools

Denver, Colo.”

Guy}E Waldroo’b
Coordinator, School Business Systems
Oregon Department of Educatlon
Salem, Oreg. R

N
“ ~

Herbert E. -Walkef . .
Property Control Spe .
Jefferson County Schollhy

2. Lakewo'dgxg Colo. .

William A. Ward 4 CoL
Risk Manager L * )
Unified School District #259
Wichita,.Kans.

o119/

~
-




-~ "

9.

. 77 Yd - S
" ACKNOWLEDGMENTS - : T

George West ' . J. Wayne Williams .

Director School Accounting and Sub51d1es Systems Projects Manager
Pennsylvania Department of Education, . North Carolina Department of Public Education

Comptroller's Office | R Raleigh, N.C. ‘,

Harrisburg, Pa; . ’

Cooper Whitt % hMlllton Wilson o 4 Facil :
Educational Program Supervisor IOTISUDtant, ?:;1001 ; Fz‘mtl.anI aci |.nes

, Division of Finance for School Food Service gwaM epart . nt of Public Instruction

Frankfort, Ky. . es Moines, lowa
Mrs, Louise Whittaker - Darwin W. Womack '

Setretary - Assistant Superintendent for Facilities Services
Planning and Development, DeKalb County Atlanta Public Schools

~ Board of Education : ) Atlanta Ga. .

. Decatur, Ga. -

G. Milton Williams ‘ ) Gregé)ry E. Yz;tes - ’ . .
Supervisor Local School Accounting Accounting Clerk h ,

. Mobile County "Public Schools ’ Dallas Independent School District "

Mobile, Ala. - Dailas, Tex. - - ‘

- - 2 : . " ‘ .
Each draft of this handbook was reviewed by an lnteragency committee organized by the National
Center for Education Statistics. Pamclpatmg members included: s -
Norman Brandt s ! Ken Haynes :
Education Program Specialist PEducatlon Technologist/—-\ .
National Center for Education Statistics . Buigau of Indian Affairs
Washington, D.C. Albuquerque, New Mexico
7 John F. Carmody : Quentin M. Hil "*

-Chief, Division of School Facilities Advisor,.Finance and Education 'Data ~
Bureau of Indian Affairs ‘ National Center for Education Statistics | ~ '-
Albuquerque, New ‘Mexico Washington, D.C. : \ -

- ' oo s U ® ;

_William Chase . Warren A. Hughes, Sr. . \
Program Officer K ' Education Program Specialist “ ‘

- U.S. Office of Education National Center for Education Statistics |

Washington, D.C. . Washington, D.G. - : l‘ —_
. - l
.Il;mes E. Glbbsl Fi Allan R. Lichtenberger ‘\q
‘U"ec(t)(};: Sc*‘?% q inance Staff - Chief, Educational Data Standards Branch |

3. Office of Education National Center,for Education Statistics |

Washlngton‘, D.C. Washlngton D.C, . | .
Yeuell Y. Harris ’ X . ) - 1
Chief, Survey Design and.Implementation Albert R Munse 1

Branch Education Program Officer 1

‘National Center for Education Statistics Natlopal Center for Education Statistics \..
Washington, D'C. - - Washington, D.C. X ‘
Susan Hawkins - Robert North ) ‘ 1

. Educatiopal Policy Fellow, . Technical Planning Officer ..

- U,S. Office of Education National Center for Education Statistics k

Washipgton, D.C. : 1 20 Washington, D.C. \
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David H. Oglesby

Management Analyst

Food arl® Nutnnon Services, USDA
Washington, D.C.

Nick Osso |
Education Program Specialist

National Center for Education Stansnp\s '

Washmgton D.C.

.
.

Richard J. Petersen

Survey Director, College and University
Physical Facilities-.

National Center for Education Statistics

Washington, D.C. <

-~

" Washington, D.C.
-€Charles T. Roberts
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John F. Putnam .
Education Program Specialist
National Center for Education Statistics

Data Standards Specialist

" National Center for Education Statistics

Washington, D.C.

Ivan N. Sejbert (Chairman)

Education Program Officer

National Center for Education Statlsncs
Washington, D.C. =

’

Absalom Simms

Director, Division of Igtergovernmental Statistics
National Center for Education Statlsncs .
Washlngton D.C.
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And finally, thanks to Loretta J. anht of the National Center for Educatjgn Statistics for her proﬁclency

| and perseverance in editing of this handbook.
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NCES P—UBL«KSAT[ONS RELATED'TO HANDBOOK HIR

N /
The followin bibliography is:divided into two
parts. The first p “listing of handbooks in the
State EducationaleRécords and Reports Series,
excluding Handbook 1IIR. The second. part of the
bibl'@graphy is a listing of other NCES publica-
tions that may provide ‘information related to
property accounting. ' .
Note—The letter (R) indicates a revised edition

that suﬁ‘erse/ es the origmal edition.
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NCES HANDBOOKS
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(llsted in numericalm(r.q«u,],}e -
I Kéason, Paul L., Emtery M. Foster, and

* Robert F. Will.

by
fice, 1953..U.S. Dgpartment of Health,
Education, and Welfare; Office of :Z%:
tion, Stat€ Educational Records a
ports Serles ‘Handbook I, Bulletin l95‘3
No 8. (No longer in prlnt) .

on?D.C.: U.S. Government Printing Of-

ams, Bert Kr, Quentig M. Hill, Joseph -
kins, Jrs and Philip S. Shaw. Prin--
Public School Accounting. Wash-
*-D.C.: U.S. Government Printing
Ofﬁce 1967. U.S: Department of Health,
Educatlon "and Welfare; Office of Educa-
tion, State Educational Records
. ports Series, Hafrdbobk 11-B, Bllletin OF
22025. (No longer in prist.)

\T{.o*berts, Charles\T .and-Allan R., Li#h-

" tenberger Financial Accounting: Iassiﬁ
cations and Standard Terminolbgy for
Local and State School Systems. Wa
ington, D.C.: U:S. Govei& me, tPriniing :
Office, 1973. U.S. Department of Health,
Education, and Welfare; Office of Educa-

The, Conmimon Core of *
S Educational Information. Washingz _j -

Re-

-

tion State Educational Records an'd Re-
ports Serles, Handbook 11, Rewised, Bul—
« letin 73- ll800

Reason, Paul L., and GeorgeG Tankard,
Jr. Property Accounting for Local dnd
State School Systems. Washington, D.C.:
. Government Printing Office, 1959. U.S.
* Department of Health, Education, and
Welfare; State Edudational Records and
Repoits Series, Handbook- I1I, Bulletin
1959, No. 22.* (No, longer in print.)

_Roberts, Charles T. Staff . Accoummg
C'lassxf cations dnd Stan¥lard Terminology
for Local and Stgse School Systems. Wash-
ington, D.C.: U'S. Government Printing
Office, 1974. U.S. Department of Hedlth,
Education, and Welfarg; Office of Eduga-

" tion, State Educational Records fnd Re-
'port§ Series, Handbook 1V, Revised, Bul-
letin 74-314. )

Putnam, Joltn F. Student/ PuptIAccoum-
ing: Standard Terminology and Guide for
Managing, tudgnt Datg.in Elementary
and Secondary Schools, Ci unity/Jun-

. ior Colleges,.and Adult Education. Wash-

ington, D.C.: U.S. Gbvernment- Printing
. Office, 1974. U.S. Department of Health,
Education, "and Welfare; Education Divi-

sion, National Center for Education. Stjtis-
tics, l-landbook V, Revised, Bulletm 75-315.

ﬂnnam John F., and W. Dale Chismore.
Standard Terﬁzmology Sfor Curriculum
and Instruttxon in Local and State School
Systems. Washington, D.C.: U.S. Govern-
ment Printing Office, 1970. U.S. Depart-
ment of Health, Educatlonﬁmd Welfare; o«

. Office of Education, - State Educational

Records and Reports Series, Handbopk
VI, Bulletin OE 23052.™
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Harris, Yeuell Y., and Ivan N. Seibert.

The State Education Agency: A Hand-

book of Standard Terminology and a

Guide for Recording and Refigfting Infor-

“  mation about State Education }l’gencies.

Washington, D.C.. U.S. Government

. Printing Office, 1971. U.S. Department of

Health, Education, and Welfare; Office of

" Education, State Educational Records

and Reports Series, Handbook Vil, Bul-
Iétin OE 23054. ’

- Seibert, Ivan N, Edﬁcatidn?’eéhnology: A

—

Handbook of Standard 1/'e_rminology and .

~a Guide for Recording’ and Reporting
Information about Educational Technol-

ogy. Washington, D.C.: U.S. Government.

Printing Office, 1975. U.S. Department of
. Health, Education, and Welfare; Educa-
tion Division, Srate Educational Records
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anfl Reports Series, Handbook X, Bulletin
NCES 766321, . ‘

OTHER NCES PUBLICATIONS
-

Roberts, Charles T. Guide for Implementing -
Handbook 111, Property, Actounting for Local

and State School Systems. Washington, D.C.:

U.S. Government Printing Office, 1966, U.S.

Department of Health, Education, and Welfare;

Office of Education, Bulletin OE 23029. (No

longer in print.)

.
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.Romney, Leonard C. Higher Education Facili-

_ ties Inventory and Classification Manual, 1973.
Washington, D.C.: U.S. Government Printing
Office, 1974. U.S. Department of Health, Edu- \
cation, and Welfare; Office of Education; Na-
tional Center for Educational Statistics, Bulletin
OE 74-11424. ~
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Accessibility of instruction locations to handicapped, 30, ‘

.58
Accounting, 103+
financial, 104
property — see property accounting -
Accounts, chart of, 104 .
Acknowledgments, 111-120 .
Acquisition '
and cost information, building, 28-29, 53-54, 91
and cost information, equipment, 37-38, 82-83, 92
and cost information, site, 25-26, 45-46, 93
Adjunct, 66 )
floor area of 36, 74, 87
type of, 36, 74
Adult/ community/continuing education agencies, 7
Agencies, types of education, 7
Agricultural area, 25, 44
Alteration, 33, 64, 103
American ~
National Standards Institute, Inc. (ANSI), 57,67
Standards Association, Inc., 57, 67
Standard Methods of Determmmg Areas in School
Buildings, 57, 67
Amortization, 103 -
Animal husbandry area, 25, 44
Annual
cost of building lease, 28, 53
cost of equipment lease, 38, 82 ,
cost of lease, 92 \
cost of site lease, 25, 46 '
Apparaths, machinery and, 37, 79
Archery tange, 25, 44
Architectural and engineering sfrvices, cost of, 90-91
Area
of adjunct, floor, 36, 74, 87
of building, architectural, 87 .
of building, gross floor, 30, 57, 87-88
‘of building, total assignable floor, 30, 57, 88
of disaster shelter, 30, 58, 88
of learning resources space, total floor, 30, 58, 88
of multiple-purpose space, support space, and other
assignable space, total floor, 30, 58
- of regular instructional space, total floor, 30, 57, 88
-of site, 24, 42, 88
of site disposed, 26, 47
ofa space, floor, 33, 67, 89
of special instryctional space, total floor, 30, 58, 89

i
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Benefits of using Handbook 111R
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per students, gross, 95
standard net assignable, 89
vocational center, 7
Art equipment, 36, 78 , '
Assets
capital, 6, 103
fixed, 6, 104
Assignable
area, standard net, 89 .
floor area of building, total, 57, 88
space, 33, 67-71
Athletic/ physical education space, 33 68
Audio device, 36, 77
Audiorecording matenals 36, 78-79 *
Auditorium, 34, 70
Availability
of building, 27, 51-52
of building entrances for the handicapped, 30, 58 .
of 32-inch doors, 30, 59 .
of simultaneous visual and audible warning sxgnals for
use“in case of fire, 32,63 .
of toilet facilities for the handicapped, 30, 58
Average unit cost, equipment under group control, 38, 83,
~ 89

|} B . .
Baseball field, 24, 43

. Basketball court, 24, 43

Bench
desk, or floor machinery (nonoffice), 37, 80
desk, or floor machinery (office), 37, 80
“for FEA’S — 9 ¢
for LEA’'S — 9
for SEA’S — 9.
Bibliography of related NCES pubhcatlons 121-122

Book value, 89 R

of building, 28, 54

of equipment, 38, 83
Budget, 103

capital, 103

" Building, 26-33, 49-66

acquisition .
and cost information 28-29, 53-54 -
cost of, 28, 53,91 .
date of, 28, 54
method of, 28,53 .-
per square foot cost of, 95
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per studentcost of, 95 bt

addition code, 26, 49 '
alteration of a, 103 ’
architectural area of, 87

source of fundy far, 28, 54

architectural volume of, 95
availability of, 27, 51-52 j
book value of, 28, 54
code, 103+ ’
construction cost of a, 90
contract cost of a, 90 .
contents, insured value of, 29, 54

 cost

annual leagé 28, 53

information, 28-29, 53-54

miscellaneous, 91

of acqufsition, 28, 53, 91

of construction, 91

of mlodification, 33, 64, 92

of repair and maintenance work, 64, 32 92
of replacement, 28, 54 92-93

per square foot, 95 * .

per student, 95

Jesign, type of, 27, 49.51
disposition

entrances/for the handicapped, availability of 30, 58
v

date of, 33; 65

method of, 33, 65

net proceeds from, 33,65
proceeds, receiving fund for, 33, 65

ful'life of, 28, 54, 94

graded/it; 27, 52

msured alue of, 29 54 s
lease .

annual cost of, 28 . .
term of; 28, 53

location, 27, 49

.market value of, 28, 54, 94
materials selection, 12
miscellaneous, cost of, 91
mobility of, 30, 57
modification

cost of, 33, 64, 92
date of, 33, 64
source of funds for, 33, 64

name, 26, 49
number, 26, 49 .
ownership of, 28, 52
physical characteristics of, 29-30, 55 59
principal use of, 27, 51
rehabilitation of, 105- -106_

. Tenovation of, 106

" repair -

and maintenance information, 32, 64
or maintenance work

- completed, date, 32, 64

cost, 32, 64,92 .

- performed, explanation of, 32, 64
replacement cost of, 28, 54, 92-93
source . . S

of electrical supply for, 32, 61

of sewage treatment/disposal service for, 31, 61

]
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> of water for, 31,61
student capacity of, 28, 52, 89

total assignable floor area of, 30, 57, 88

Building-related data items, 65-66
Buildings,'6, 26-33

spaces within, 33-36, 66-75
Built-in equipment, 6, 48, 76, 99
Business education space, 33, 68
Business equipment, 36, 78

C.
Cafeteria, 34, 70 .
Cafetorium, 34, 70
Ca

C acxty )
a space, student, 35, 72, 89-90

oNavailable parkmg areas Off site, 24, 43, 90

of building, student, 28, 52, 89
of cooling system, 31, 6I 90
o‘f}ea(mg system, 31, 60, 90
paved papking areas on site, 24, 42, 90
of structure(s) or special area(s)

participant, 25, 45
spectator, 25, 45

of unpaved parking areas on site, 24, 42-43, 90

Capital assets, 6, 103
Cap‘\al budget, 12,103 | i
Capital outlay, 103-104 ' :
Capitalization, I07
Cash flow management, 13- 104
Ceiling finish, 35, 73"
Chart of accounts, 104
Circulation space, 34, 71 .
Classification, 104 :
Classification, format of data item, 22-23
Classification of data items, 21-39
Code, building, 103
Coding, 104
Collecting property information, 11
Combined HVAC system, 31, 61
Common Janguage, 2, 3, 9 .
Comparabiljty, 104 i
Compiling reports, 13 45
Computer/ data-processing space,.34; 70 =
(mstrucuonal) 34,69
Computer
device, 36, 77 N
@Enals, 76,719
Computers ip property.accounting, 1214
Condition of equipment, 38, 84
Conducting research, 13
Conference room, 34, 70
Construction cost of a building, 90

Wbmldmg, 90
) .

group, 100-101
individual, 100

little or no, 101 ~—
unit, 100 12 o

Controlling, 12
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Cooling
primary energy source for, 31, 60-61 ’ o
system, capacity -of, 31, 61, 90
system, loﬁatnon of, 31, 60
Cost
analysis, léﬂg«"‘k
benefit, 104
control, 13 °
effectiveness, 104
«qlipment under group control average unit, 38, 83,89
method of estimating replacement *
(building), 28, m $
(equipment), 33, 83 [N
_of architectural and engineering servnces 90-91
of building .
"acquisition, 28, 53, 91 . ’
. per square foot, 95 -

>
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per student, 95 ’
construction, 91
contract, 91 v
lease, annual, 28, 53 ° , oo '
miscellaneous, 91 o

modification, 3% 64
repair or maintenance’ work, 32, 64
replace ment, 28, 54
of educational consultative services, 92
of equipment
acquisition, 38, 82, 92 .
lease, annual, 38, 82 . ‘
repair or maintenance work, 39, 84
replacement, 38,83
of lease, annual, 92 )
. of legal services, 92 -
of modification to building, 92
of repair and maintenang¢e work, building, 92
of repair or maintenance work, equipment, 92
of replacement, building, 92.93
of replacement, equipment, 93
of site
acquisition, 25, 46, 93
r improvement, 26, 47, 93-94
lease, annual, 258, 46° < ;¢
mainte nance, 94 .
maintenance or other work, 26, 47
property-related, |
Gouncil*of Chief:Stdte School Officers: “Resolution on
* Data Standards™;2-3 - '
Coverage of oommumcatnon systems, 32, 62-63
Criteria for identifying equipment, 98-99
Criteria for identifying supplies, 99
Criteria for selecting data items for the handbook, 21-22

-

._ Custodial space, 34, 71

~

.“N . : \
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Dark‘room‘ 34\ 70 .
*(instryctional), 34, 69

Data -
" entry, 22 .
code, 23 e . -
definition, 23 . .
_ name, 23 ° ° 1 2 6

| k . 125 -

item(s), 22

_ building-rélated, 65-66 T

classification format, 22-23
classification of, 21-39 .
" definition of, 22, 41-85 -y
equipment-refated, 85 ¥ '
for aproperty accountmg system, selectmg, 7
name, 2
not listed in this handbook, 89
reference number, 22
site-related, 48
space-related, 74-75
processing, 104
" property — see property information
Date .
building repair or maintenance work completed, 32, 64’
co\nstructnon
compligted, 28, 53
started), 28, 53
equipment repair or maintenance work completed, 38, /
of building
acquisition, 28, 54
disposition, 33, 65
modification, 33, 64
of equipment
acquisition, 38, 82
disposition, 39, 85 *
of site °© i
acquisition, 25, 46
disposition, 26, 48
improvement, 26, 47,
site mamtenance or other work completed, 26, 47
Decxslonmakmg in education, the need for proﬁeny
information for planning and, |
‘Decisions, propertf allocation, |
Definitions of data items, 41-85
Depreciation, 109-110
method, 28, 38, 54, 83
Derived files, 15
Description of ejuipment, 37, 80
Designing documents, 5
Developing
a property accountmg system, 13-14
new property accounting systems, 5
Device
audio, 36, 77 )
computer, 36, 77 *
electronics display, 36, 77
graphics and graphics reproduction device, 36, 77-
instructional, 36, 77
photographic, 36, 77 * ,
physical display, %,77 T -
* projected and magnified display, 36, 77
subject-matter-related, 36, 78 .
Disastershelter, area of, 30, 58,88
Disposition

A 3

of building, 33, 64-65 : .

of equipment, 39, 84-85 IR

of site, 26, 4748 ,
Driver . s

education equtpment 36,78

training rangé, 25, 44

(_}'
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aséments, 24, 43
Educationa] consuftative services, cost of, 92

Electromc dnsplay

s deanq, 36, 77
," matenals, 36, 79
Energy' 4
conservation, 65-66
use/ conservation studies, 12
Engineering services, cost of architectural services and,
90-91
Equipment,:36-39, 75-85, 94, 97-101
" accounting systeas, 76
acquisition
and cost mfor‘matnon, 37- 38 82, 83
cost-of, 38, 82, 92 .
date of, 38, 82
sourge of funds for, 38, 83 '
allocation, 12
art, 36, 78
book value of, 38, 83 .
built-in, 6, 48, 76, 99
business, 36,78
condition of, 38, 84
cost
average unit, equipment under group control, 38, 83
method of estimating replacement, 38, 83
of acquisition, 38, 82
of lease, annual, 38, 82
of repair or maintenance work, 39, 84
of replacement, 38, 83 -
criteria for identifying, 98-99
description of, 37, 80
disposition
method of, 39, 85
,net proceeds from, 39, 85
proceeds, receiving fund for, 39, 85
reason for, 39, 84-85
distinguishing between
built-in and movable, 99
supplies and, 98-99

" driver education, 36, 78
-expected useful life of, 38, 83, 94
homemaking, 36,78 -
industrial arts, 36, 78
instructional, 36, 77-78
insured value of, 38, 83
inventory number, 36, 76
inventory of supplies and, 99-101
lease, annual cost of, 38, 82

lease, term of, 38, 82

list of supplies, 97-98 .

market value of, 38, 83, 94

mobility, 37, 81

movable, 6, 76, 99

music, 36, 78 '

needs forecasting, 12

‘organizational responsibility for, 37, 81-82"
ownership of, 37, 81

z . .
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physical education, 36, 78
physical location of, 37, 81
related data ntems, 85
repalr
‘ang maintenance information, 38- 39, 84
or maintenance work completed, date, 38, 84
or mainteénance work, cost of, 39, 84, 92
or maintenance work performed, explanation of), 38, 84
replacement, cost of, 38, 83, 93.
room, 34, 70
scientific laboratory, 36, 78
selection, 12
tag number, 36, 76
type,/li@z 76-77
under group comntrol
average unit cost, 38, 83, 89
number of units, 38, 83
units of measures, 38, 83
wartanty expiration data, 39, 84

-Evaluating, 12

Evaluation, 104
Expected useful life
of building, 28, 54, 94
of equipment, 38, 83, %
Expenditures, 104 .
Explanation -
of bunldmg modification, 33, 64
of building repair or maintenance work performed, 32, 64
of equnpment repair or maintenance workiperfoxmed 38,84
of site maintenance or other work performed;»26, 47
Exterior walls, 29, 55

°

-

Facilities, 6, 104

Facility, planning, 12

Family and consumer education (home egonomits) -
space, 33, 68

[y

.FEA — see Fea ral Education Agency »

Federal Educatioh Agency (FEA), 7
Files N
derived, 15 :
original document, 15
property information, 14-16
Financial accounting, 104
records, property accounting records as support for,
Fixed
assets, 6, 104
interior walls, 29, 55
Floor .
area
of a space, 33, 67
of adjunct, 36, 74, 8\@.
of building
gross, 87-88
total assignable, 88
of learning resources space, total, 30, 58, 8%
of regular instructional space, total, 30,57, 88 .
of special instructional space, total, 30, 58, 89
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finish, 35,/73 24
framing; 29, 55 #

Football field, 24, 43 ,
Furniture, 37, 79

v
A »
S .
G

T - . ~
Glossary, 103,106 * :
Grades in building, 21,52 '
Graphics and graphics reproduction device, 36,77
Gross area per student, 95
Gross floor area of building,30, 57, 87-88
~ Group control, 101
average unit cost of equipment under, 38, 83, 89
conditions for, 101 -
unit measure of equipment underw 38,83
- Gymnatonum 34,70

. »

H

Hand tools, 37, 80
Handball court, 25,43
Handbooks in the SERR Series, 2
Handicapped

accessibility of instruction locations to; 30, 58

availability of building entrances for, 30, 58

availability of toilet facilities for the, 30, 58
Health-care space, 34, 70
Heating

medium, 31, 60 .

primary engrgy source for,(ﬁl, 60 =
. source, [&#4tion of, 30, 59
. system, capacity of, 31, 60, 90

system, type of, 30, 59 '

system, type of standby, 31, 60
Heavy construction machinery, 37, 80
Higher education, property used in, |
Higher Education Facilities lnventory and

Magual, |
Home economics (family and consumer education)
space, 33, 68 .
' Homemaking equipment 36, 68
v Horticulture/aboriculture area, 25, 44

How to use Handbook IIIR, §

—>* lee rink, 25, 44 ~

Improvements to sites — see Site Improvement

Improving communications, 5

Individual control, 100

Industrial &rts
equipment, 36, 78
space, 33, 68+

N _ Information

-

»

for planning and decisionmaking in education, the

128

. *.: need for property, |
Q .

systems property, |

|
.

assification

Instructional
device, 36, 77
equipment, 36, 77

Insurance planning and claims support, 13 /
Insured value -
of building, 29, 54 < ’
of building contents, 29, 54 . .

8, 83
inistrative unit — see lntermed:ate .

deciding what items to, IOO

information, 11 .
list, 11, 15

management, 12

process, annual, 12

records on supplies and equipment, 99-101

K

Kindergarten space, 34, 68 ’ )
Kits, multi-media, 37, 79

L

LEA — see Loaal Education Agency
Learning resources space, 34, 69
Learning resources space, total floor area of, 30, 58, 88
~ Lease, annual cost of, 92 ’
, -Legal services, cost of, 92
Legislation, developing bases for, 13
Limitations of Handbook 11IR, 8-9
Linkages, 17-18
" List of supplies and equipment, 97-98
Little or no' control, 101 s
Local.basic administrative unit, 7, 105
Local Education Agency (LEA), 7, 105 -
Local school district — see Local Education Agency

Location
building, 27, 49
control, 12

of cooling source, 31, 60
of equipment, physical, 37
of heating source, 30, 59
site, 24, 41

! M

Machinery
and apparatus, 37, 79 .
heavy construction, 37, 80 .
Maintenance, 105
and repair shop, 34, 70
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"« ' building repair and, 32, 64 ' .. .- -
equipment repair ahd; 38-39, 84 . * Name of glferal contractor, 2§, 53 .
X site, 26,47 * ° e, . National Center for. Education Statistics, 2
i management, 12 . L Nature of site improvement, 26, 46-47
o ~  schedule, 38,84 : Net proceeds from
_ scheduling system, 75 building disposition, 33, 65
. * Major equipment items, L . . equipment disposition, 39, 85
v ‘Make or brand, 37,81 site disposition, 26, 48
* ¢ Manufacturer name or number, 37, s8I New or used at time of acquisition, 37, 82
Market valye . Nonassignable space, 34, 71
method of estlmatmg, 26 28, 38 46, 54, 83 Nonexpendable, 98 .
of building, 28, 54, 94 . ’ Number
. of equipmént 38, 83, 94 ) building, 26, 49
of site, 25, 46, 94 ‘equipment tag, 36, 76
Materials * of fixed-student stations, 35, 72 '
audiorecording, 36, 78 of stories (floors), 30, 58 >
_  computer, 36, 79 ? of structures or special areas of given type, 25, 45
electronics display, 36, 79 . of units, equipment under group control, 38, 83
in structural system, 30, 56-57 . site, 24, 41
. . printed/ pictorial, 36, 79 . site addition, 24, 41
projected and magnified, 36, 79 . space, 33, 67
- recorded instructional, 36, 78-79 -
three-dimensional, 37, 79 T
Mathematics laboratory, 34, 68 0 ,
Measures relating to school property, 87-95 » ‘
3 Mechanical space, 34, 71 Obstacle course, 25, 44
. Media-based instructional laboratory, 34, 68 Office, 34, 70-71 .
Method \ Operating, 12 s
of building - Operating budget, 12
acquisition, 28, 53 ' L . Operational unit, 105
disposition, 33, 65 - name, school or other, 26, 49
of equipment - ' > number, school or other, 27, 49
‘o acquisition, 37-38, 82 . ' Organizational responsibility for equnpment 75, 37, 81
dispasition, 39, 85 ) Original document files, 15 - .
of estimating market value Outdoor classroom, ¥, 44 .
(building), 28, 54 B - : Outlay, capital, 103
(equipment), 38, 83 Ownership
_ ({site), 26, 46 of building, 28, 52
, " of estimating replacement cost of equipment, 37, 81 .
«(building), 28, 54 of site, 24, 42 N\. .
(equipment), 38, 83 '
of site
) acquisition, 25, 45, 46 . . P
. disposition, 26, 48 .
. Minor equijpment items, ) Parking . {
Miscellaneous, cost of building, 91 areas off site, capacity of available, 24, 43, 90
Mobility of building, 30, 57 ' areas on site, capacity of paved, 24, 42, 90 "
Model number, 37, 81 _ : ’ areas on site, capacity of unpaved 24 42-43, 90 -
Motion picture o Parochial schools, 7
studio, 34, 70 . Participant capacity of structure(s) or special area(s)
studio (instructional), 34, 69 . - (off site), 25, 45 ,
Movable equipment, 6, 76, 99 ’ (on site), 25, 45 -
Multi-nledia kits, 37, 79 Paved playground, 25, 43
Multiple-purpose space, 34, 69 ) Per square foot cost of building acquisition, 95 A
Multiple-purpose space, support space, and other as- Per student cost of building acquisition, 95 ’
signable space, total floor area of, 30, 58 \g‘rsonal property, 105 : ¢ -
. Multipurpose . o otographic device, 36, 77
. court, 25, 43 ‘ , Physical -
field, 24, 43 v ) ’ characteristics of building, 29-30, 55-39
“ . Music . T display device, 36, 77 -
equipment, 36, 78 ’ . education equipment, 36, 78 -
o space, 34, 68 . locauon of equipment, 37, 81 .

e T e
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s Planetarium, 34, 68-69 ’ Reason . )
_ Planning, 12, 105 ) for building disposition 33, 64-65
Planning and decisionmaking in 1 education, thc need for for equipment disposition f 9, 84-85
‘property information for, 1 .. for site disposition, 26, 47-48
- Policy, makmﬁ administyative, 13 Receiving fund
Preschool playground, 2§, 44 & for building disposition proceeds, 33, 65
Primary energy source . for equxpment disposition proceeds, 39, 85
for cooling, 31, 60-61 for site disposition proceeds, 26 48
for heat, 31, 60 v Record, property, 105
Principal Recorded instructional.materials, 36, 78-79
. use of site, 24, 42 Reference number, data item, 22
+, use of building, 27, 51 ¥ Regional education centers, 7 -
.,.« Printed/ pictorial materials, 36, 79 - . Rggular instructional space, 33,767
Private schools, 7 total floor area of, 30, 57, 88
Program, 105 ‘ Rehabilitation of a building, 105-106
< Program costing, 12 , Remodeling, 33, 64, 106
Projected ™. Renovation, 33, 64, 106
' and magnified display device, 36, 77 . Repair and maintenance information
and magnified materials, 36, 79 . uxldmg, 32,64 .
Projection room, 34, 71 l(eqmpment 38-39, 84 ; .
Property, 6, 105 . Repairs, 106 *
accounting, 11 Replacement cost |,
‘computers in, 11, 14 ' of building, 28, 54, 92-93
manuals, State-level, 8 - of equipment, 38, 83, 93 ,
methods and procedures, 9 . Reporting, 12 - -
purpose of, 11 Residential space, 34, 71
records as support for financial accounting records,  “Resolution on Data Standards”, Council of Chief State
18-19 School Officers, 2-3
. system, 30, 11-12, 14 oL Responsible individual, 37, 82 ,
.developing a, 5, 13-14 Rifle/ shooting range 25, 44
selecting data items for a, 7 Roof
. for smaller LEA’s, 8 - . S deck, 29, 56
types of, 12 framing, 29, 56
B ¢ data, 105 ' ’  membrane, 29, 56
files, 15 . ¢ , - Rgom, 66, 94
* information (data), 105 ) Running track, 25, 44 -~
collecting, 11 ) A
) files, 14-18 . S .
for planning and decisionmaking in education, the
need.for, 1 . . Safety -
systems, | : and security systems, 32, 63 ’ '
basic, 7 * « planning and evaluation, 12
inventory is the basis for, 100 School, 48-49
L sophisticated uses of, 12-13 . district, local — see Local Education Ageney
. using, 11’ or other operational unit name, 26, 49
personal, 105 \ or other operational unit number, 27, 49 -
. real, 6, 105 system, 106
records, 11, 105 plant, 106
terms relating to, 6 . Science laboratory, 34, 69
used in higher education, I . ' Scientific laboratory equipment, 36, 78
Purchasing control,*12 p SEA — see State Education Agency
. Purpose of property accounting, 11 ® s Security systems, safety and, 32, 63
“ Purposes of Handbook 111, Revised, 1, 3 Selecting data items for a property accountmg system, 7

Serial number, 37, 81
Significant value, 98, 99

TR Site, 24-26, 4148

3 : ’ acquisition v

Radio cost of, 25, 46, 93
station (instructional), 34, 69 , : . date of, 25, 46

< studio, 34,71 . method of, 25, 4546 )
Ratios, 95 R source of funds for, 25, 46 ~
Real estate, 6, 105 - . ., . .addition number, 24, 41

Q Real property, 6, 105 1 3 O additions, 24, 41 S
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area of, 24, 42, 88
capacity*

of-available parking areas off, 24 43,90 °

of paved parking areas on, 24, 42 90

of unpaved parking arcas on, 24, 42-43, 90
cost’

of aequisition? 25, 46, 93

of improvement, 26, 47, 93-94

of lgase; annual, 25, 46

of maintenance, 94

of maintenance or ¢ther work, 26, 47
disposed, area of, 26, 47 -
disposition, . ‘

date. of, 26, 48 .

method of, 26, 48

net proceeds from, 26, 48...

proceeds, receiving fund for, 26, 48
_ reason for, 26, 4748
improvement, 6, 93-94

cost of, 26, 47, 93-94

date of, 26, 47 .

nature of, 26, 4647 ° \
lease, -
- annual cost of, 25, 46 . :

term of, 25, 46 ’
location, 24, 4]
maintenance

cost of, 26, 47, 94

or other work completed, date, 26, 47

or other work, cost of, 26,747

or other work done, explanation of, 26, 47
market value, 25, 46, 94
name, 24, 41 /-———/ .
number, 24, 41 . .
ownership of, 24, 42
principal use of, 24,42 .
selection, 12 .
type

I3

¢

of structure (excluding bu:ldmg) or special area off, 3

25,45

+ . of structure (excluding building) or special area on,

24-25, 4344
Site-related data 1tems 48 -
Sites, 6 4 -
improvements to, 6, 93-94
* Soccer field, 24,43 # -
« Sound
studio, 34, 71
studio (mstrucuonal) 34,69 i
Source -
of electrical supply for bunldmg, 32, 61
of funds ¢
for building ac’qmsmon 28, 54-
Tor building modification, 33, 63

N

for equipment acqpisition, 38, 83 @

for site acquisition, 25, 46 - -

of water for buildipg, 31, 61
Space, 33-36, 67-75

assignable, 33, 67-68, 74

athletic/ physical education, 33, 68

business education, 33, 68

: capacity of a student, 89-90

circulation, 34, 71

RIC . ~ . -,

L]
¢ I

.Statistics, education, 2

computer/data-processing, 34, 70
, computer/ data-processing (instructional), 34, 69
« custodial, 34, 7]
dimensions, 33, 67, 94 . -
family and consumer education (home economics), 33,
, 68 -
floor area
of a, 33, 67. 89 - .
of l#arning resources, 30, 58, 88 .
of regular instructional, 30, 57, 88 @
of special instructional, 30, 58, 89
for exceptional childrerf; specnal mstrucuon 34, 69

health-care, 34, 70 [
industrial arts, 33, 68 R
kindergatten, 34, 68’ ’

* learning resources, 31, 34, 58, 69, 88" .

mechanical, 34, 71
multiple-putpose, 34, 69
music, 34, 68

npeds analysis, 12 ' e
nanasgignable, 34, 71 -

“num 3,67 -
regularmstructnonal 30, 33, 57, 67*88
residential, 34, 71 9

special instructional, 30, 33, 58, 67-68, 89
storage, 34, 71

structural, 34, 71

student capacity of a, 35, 72, 89-90 .
support, 34, 70

type of, 33, 67 . : .
vehicle storage, 34, 71-71 '
Space-related data items, 74-75 ‘
Special N
deed restrictions, 24, 42 o

educationcooperatives, 7
instructional space, 33, 67-68
instructional space for exceptional children, 34, 69
instructional space, total floor area, 30, 58, 89

Spectator capacity of structure(s) or specnal area(s) s
(off site),'25, 45 M

. (on site), 25, 45
Standard net assignable, area, 89
Standardization, 87

-Standardized terminology, 2 - . v

State, 106 i
board of education, 7, 106 -
department of education, 7, 106
Educatnon Agency (SEA), 7, 106
* educatiod autHority, 7, 106 ’ —
education commission, 7 ¥
Educational Records and Report Seties, 2
State-level propeny accounting manuals, 8

Storage space, 34, 71

Stories {floors), number of, 30, 58

Story, 94-95
Structufal space, 34, 71
Student capacity
of a space, 35, 72, 89-90
of a byilding, 28, 52, 89
Student, gross area per, 95 -
* Student statidns, number of fixed, 35, 72 N
Subjcct-matter-related device, 36, 78
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Supplies, 6 - - 0
and équipment, disfijguishing befween, 9899
and equnpment inventory records on, 99-l0|
and equlpment list of, 97-98 L.
criteria for identifying, 98-99 . s -

Support
space, 34, 70-71
space, and other assignable space, total floor area

of multiple-purpose space, 30, 58

. System
property dccounting, 7, 8, 11-12, 13-14

»_Jproperty information, 1, 7, 11, 12-13, 100

Systems apalysis, 106

Swimming pool, 25, 44 ?

\
T

4Teaching station, 106
Television

studio, 34, 71

studio (instructional),
‘Tennis court, 25, 43
Term

of building lease, 28, 53

of equipment lease, 38, 82

of site lease, 25, 46 s
Terms relating to*property, 6
- Three-dimensional materials, 37, 79 -
Tools, hand, 37, 80
Topics covered in the handbo&, major, 5-6 -
Total

"assignable floor-area of building, 35 57, 88

floor area

of learning resources space, 30, 58 88

-\

T, 69

of multiple-purpose space,éuppoft space, and other»

assjgnable space, 30, 58

of wagular instructional space, 30, 57, 88
of special instructional space, 30, 58
Track and field area, 25, 44
Type

of adjunct, 36, 74 _

of building design, 27, 49-51 .

of communication systems, 32, 62 «

of emergency electrical supply, 32, 62

of heating system, 30, 59

\

N . ¥ ' Lt

<
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of hghttng, 35, 73
. f_ETace,33-34 67-71- -
}ktandby heating syst%m 31, 60 -
of structural system, 29-30, 56
of structure (excluding bulldlng) or special area off
site, 25, 45 . -t
of structure {excluding building) or special area on
site, 24-25, 43-44
of ventilatign, 31, 61
of wall finish, 35, 73-€- .
Types of education agencies, 7
Types of property accounting systems, 12

. s

i -

P

.
s ' .
v X

Umform information, 2 .
Untt control, 100

Unit of measure, equlpment under group control 38,83
Unpaved playground, 25,44 . - -

>

©

v Usg

of building, pnnclpal 27,5 -
. of property information, 123/ . .
of site, principal, 24, 42 ) .

* of the hangbook, 5 e .

Users of the handboaK, 5 - .

Using property infofination, 11 <

Utihization scheduling and tmopitoring, 12 °

[

A/

Value, significant, 98,99 °
Vehicles, 37, 80, 85 ).
Vehlcle—stora‘ﬁe space, 34,71
Vendor name or nuinbef,¢37, 81

‘ Volley'ball court, .24, 43
Volume of; bulldmg, architectural, 95

¢

>

3
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Wading'pool, 25,44 ~
Wall flexibility, 35, 72
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